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Letter  of  Transmittal 


United  States  Department  of  Labob, 

BuKEAU  OF  Labob  Statistiob, 
Wathington,  D.  C,  December  1,  19^8, 
The  Secbetabt  of  Labob 

I  have  the  honor  to  transmit  the  BLS-State  Employment  Statittica  Manual.  Thia 
Manual  is  the  basic  guide  on  techniques  and  procedures  for  the  State  Employment  Sta- 
tistics Program,  under  which  State  agencies,  in  cooperation  with  the  Bureau  of  Labor 
Statistics,  prepare  State  and  area  statistics  on  employment,  hours,  and  earnings. 

The  Manual  was  prepared  under  the  general  guidance  of  Samuel  Weiss,  Chief,  and 
Walt  R.  Simmons  of  the  Branch  of  Employment  Statistics.  Morris  J.  Slonim  and  Irving 
Miller  coordinated  the  work  of  the  many  persons  who  were  responsible  for  its  preparation. 

The  Manual  is  the  outgrowth  of  many  yea  rs  of  experience  and  is  tlie  product  of  a 
large  number  of  present  and  former  BLS  staff  members  who  have  developed  the  pro- 
cedures described.  Special  mention  should  be  made  of  Robert  B.  Steffes  of  the  Branch 
of  Employment  Statistics  and  of  Loring  Wood,  now  of  the  Bureau  of  the  Budget 

The  Bureau  also  acknowledges  the  valuable  assistance  of  stafT  members  of  other 
agencies,  notably  of  the  Bureau  of  Employment  Security  and  of  cooperaUng  State 
agencies. 

EwAiT  CuusuE,  Commit$Umer. 
Hon.  MAintiCE  J.  Tobin, 

Secretary  of  Labor, 


MBL 


14001 


KEFATORY  NOT! 

thf^^T  !^P'°y"™*  Security  agencies  cooperating  with  BLS  should  consider 
this  BLS-StaU  Employment  Statiatio,  MamM  as  the  principal  set  of  instruc- 

I.Zr' P?Jm^7,T'j'rt,'".T"'  '^""""«*  "*  employment,  hours,  and 
eammgs.   Part  III  Vol.  I  of  the  Guide  for  State  Employment  Security  Admin. 

«^  continues  to  be  the  governing  instructions  on  the  handling  of  employer 
tT-^lLh      ?  ^^c"|-    ^'  *""'<'  •*  "°^  """*  ""'  ES  GMe  was  written  at  I 

?LS  J*;S  °i""'  -^f  f  *r*  ^"^  "«"  ""finally  prepared  for  Z  by 
miff  3  •?  "^"^.•"'^  ^.  St«te  ~ntract  organizations  other  than  Employ- 
raent  Security  agencies.    Since  State  estimates  are  now  being  prepared  in  the 

Zl^yl  "^^  ^^  ^*f'  ^P'oy""™'  S«»rity  agencies,  both  BES  and  Bli 
of  rmrZ,!l!f*  f  ?*,  'T'irments  to  encourage  marimum  coordination 

llT}!^  "'f  "^  ''°'^    Experience  will  indicate  those  directions  in 

r  i^nt  m  ^R^«  i"*"  ■"*  '^"°*"^  "^  possibility  of  eventually  issuing 
a  joint  BLS-BES  employment  statistics  manual  to  replace  this  Manual  and 

ttr^^T°'J"'  '"'T"']  "'  '""^  '''^  <*<«"-«  "'*  -ploy-  "-"tribu- 
^^.X?k1  .^'"^  considered.    Comments  and  advice  from  the  States  are 

Z^„t^      r"  ^  '""^  ""  '"^'^  ■=»"  ^  ''"""8'>'  '■>'»  ^-Pfete  agree- 

m»A  on  both  policy  «,d  pr«edure,  and  so  that  the  substance  of  that  agreement 

la  tert  suited  to  the  needs  of  States  as  well  as  to  the  needs  of  the  Federal  ^ncies. 

The  reporting  requirements  contained  in  this  Manual  have  been  approved  by 

i^^e^Tp::*:  Acf :*  fm  '"^""^-^ "''"  ^«-""»"  ^ «'™'-  -  «>' 

Washington,  D.  C. 

March  lylQJ^ 

Bureau  of  Employment  Security 
Bureau  of  Labor  Statistics 
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SEaiON  1 

Introduction 


1.1     EMPLOYMENT  STATISTICS 


1.1-1     Two  Types  of  Employment  Statistics 

There  are  two  types  of  employment  statistics. 
One  type,  frequently  described  as  population 
data,  is  obtained  through  sample  or  census 
enumeration  of  individual  persons  or  house- 
holds, and  provides  estimates  of  numbers  of  per- 
sons in  the  labor  force,  not  in  the  labor  force, 
employed,  or  unemployed.  This  type  of  meas- 
ure includes  the  self-employed,  domestic  serv- 
ants and  all  other  workers,  whether  or  not  found 
on  the  pay  rolls  of  an  industrial  or  commercial 
establishment.  These  population  data  are 
normally  not  available  by  detailed  industry  or 
occupational  breaks  except  in  the  decennial 
Census  of  Population. 

The  other  general  type  of  employment  sta- 
tistics usually  is  described  as  establishment  data. 
It  refers  to  workers  on  the  pay  rolls  of  industrial 


and  commercial  establishments,  and  is  assembled 
from  reports  furnished  by  employers.  Estab- 
lishment reports  permit  more  detailed  and  ac- 
curate classification  of  employment  by  industry, 
and  are  better  adapted  to  analysis  of  pay  rolls, 
earnings,  hours,  turnover  and  industrial  tronds 
than  are  population  data. 

The  availability  of  both  types  of  employment 
statistics  is  discussed  in  section  4,  voL  I  of  this 
Mamuil. 

1.1-2     Scope  of  Manual 

Although  the  term  employment  statistics  fre- 
quently is  extended  to  cover  the  subject  of  pay 
rolls,  hours,  earnings,  and  related  subjects,  the 
major  part  of  this  Manual  as  presently  consti- 
tuted is  confined  to  matters  relating  to  the  esti- 
mation of  numbers  of  persons  on  establishment 
pay  rolls. 


1 .2    ROLE  OF  THE  BUREAU  OF  LABOR  STATISTICS 


1.2-1     Other  Agencies 

A  number  of  governmental  agencies,  both 
Federal  and  State,  collect  various  segments  of 
employment  data  through  establishment  reports. 
The  programs  of  the  agencies  which  are  most 
active  in  this  field  are  outlined  in  section  4,  vol.  L 

1.2-2     BLS  Responsibility 

The  Bureau  of  Labor  Statistics  is  directed  by 
Act  of  Congress  to  collect  and  compile  employ- 
ment statistics  on  a  monthly  basis: 

The  Bureau  of  Labor  Statistics  shall  also  collect, 
collate,  report,  and  publish  at  least  once  each  month 
full  and  complete  statistics  of  the  volume  of  and 
changes  in  employment,  as  Indicated  by  the  number 


of  persons  employed,  the  total  wages  paid,  and  the 
total  hours  of  employment.  In  the  service  of  the  Fted- 
eral  Government,  the  States  and  political  subdivisions 
thereof,  and  in  the  following  industries  and  their 
principal  branches:    (1)  Manufacturing;   (2)   min- 
ing, quarrying  and  crude  petroleum  production;  (3) 
building  construction;   (4)  agriculture  and  lumber- 
ing; (5)  transportation,  communication,  and  other 
pubUc  utilities ;  (6)  the  retail  and  wholesome  trades; 
and  such  other  Industries  as  the  Secretary  of  Labor 
may  deem  It  In  the  public  Interest  to  include.    SaOi 
statistics  shall  be  reported  for  all  such  Industries 
and  their  principal  branches  throughout  the  United 
States  and  also  by  States  and/or  Federal  reserve 
districts  and  by  such  smaller  geographical  subdivi- 
sions as  the  said  Secretary  may  from  time  to  time  pre- 
scribe.   The  said  Secretary  Is  authorised  to  arrange 
with  any  Federal,  State,  or  municipal  bnreaa  or 
other  governmental  agency  for  the  collection  of  such 
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Figure  6.28 — Finns  not  to  be  contacted  by  State 
offices  for  sample  expansion,  nonconstruction 
industries 

Figure  6.29— State  transcript  form  (BLS-ES-6) 
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Figure  7.1 — ^Benchmark  control  card  (BIS 
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ting tu  Washington  schedules  of  new  reporters 
for  coding  (BLS-ES-7) 

Figure  7.3 — Annual  report  form,  manufacturing 
industries,  and  total  nonagricultural  employ- 
ment (BLS  1830) 


Figure  7.4 — ^Annual  report  form,  nonmanufac 
turing  industries  (BLS  1830-A) 

Figure  7.6 — Annual  report  form,  special  in- 
dustries (BLS  1830-x) 

Figure  7.6 — Monthly  report  form,  manufactur- 
ing industries  (BLS  1932) 

Figure  7.7 — Monthly  report  form,  nonmanu- 
facturing  industries  and  total  nonagricultural 
employment  (BLS  1933) 

Section  13 

Figure  13.1 — Sample  worksheet  for  computing 
weighted  hours,  hourly  earnings,  and  weekly 
earnings  for  major  group  20,  food  and  kindred 
products 


SEaiON  1 

Introduction 


1.1     EMPLOYMENT  STATISTICS 


1.1-1     Two  Typos  of  Employment  Stotlstics 

There  are  two  types  of  employment  statistics. 
One  type,  frequently  described  as  population 
data,  is  obtained  through  sample  or  census 
enumeration  of  individual  persons  or  house- 
holds, and  provides  estimates  of  numbers  of  per- 
sons in  the  labor  force,  not  in  the  labor  force, 
employed,  or  unemployed.  This  type  of  meas- 
ure includes  the  self-employed,  domestic  serv- 
ants and  all  other  workers,  whether  or  not  found 
on  the  pay  rolls  of  an  industrial  or  commercial 
establishment.  These  population  data  are 
normally  not  available  by  detailed  industry  or 
occupational  breaks  except  in  the  decennial 
Census  of  Population. 

The  other  general  type  of  employment  sta- 
tistics usually  is  described  as  establishment  data. 
It  refers  to  workers  on  the  pay  rolls  of  industrial 


and  commercial  establishments,  and  is  assembled 
from  reports  furnished  by  employers.  Estab- 
lishment reports  permit  more  detailed  and  ac- 
curate classification  of  employment  by  industry, 
and  are  better  adapted  to  analysis  of  pay  rolls, 
earnings,  hours,  turnover  and  industrial  trends 
than  are  population  data. 

The  availability  of  both  types  of  employment 
statistics  is  discussed  in  section  4,  voL  I  of  this 
Manual. 

1.1-2     Scope  of  Manual 

Although  the  term  employment  statistics  fr©- 
quently  is  extended  to  cover  the  subject  of  pay 
rolls,  hours,  earnings,  and  related  subjects,  the 
major  part  of  this  Manual  as  presently  consti- 
tuted is  confined  to  matters  relating  to  the  esti- 
mation of  numbers  of  persons  on  establishment 
pay  rolls. 


1 .2    ROLE  OF  THE  BUREAU  OF  LABOR  STATISTICS 


1.2-1     Other  Agonclot 

A  number  of  governmental  agencies,  both 
Federal  and  State,  collect  various  segments  of 
employment  data  through  establishment  reports. 
The  programs  of  the  agencies  which  are  most 
active  in  this  field  are  outlined  in  section  4,  vol.  L 

1.2-2     BLS  Responsibility 

The  Bureau  of  Labor  Statistics  is  directed  by 
Act  of  Congress  to  collect  and  compile  employ- 
ment statistics  on  a  monthly  basis: 

The  Bureau  of  Labor  Statistics  shall  also  coUect, 
collate,  report,  and  publish  at  least  once  each  month 
full  and  complete  statistics  of  the  volume  of  and 
changes  In  employment,  as  Indicated  by  the  number 


of  persons  employed,  the  total  wages  paid,  and  tiie 
total  hours  of  employment,  in  the  service  of  the  IW- 
eral  Government,  the  States  and  political  subdiTisfona 
thereof,  and  In  the  following  industries  and  their 
principal  branches:  (1)  Manufacturing;  (2)  min- 
ing, quarrying  and  crude  petroleum  production;  (3) 
building  construction;  (4)  agriculture  and  lumber- 
ing; (5)  transportation,  communication,  and  other 
public  utilities;  (6)  the  retail  and  wholesome  trades; 
and  such  other  industries  as  the  Secretary  of  Labor 
may  deem  it  in  the  public  interest  to  include.  Sudi 
statistics  shall  be  reported  for  all  such  industries 
and  th^  principal  branches  throughout  the  United 
States  and  also  by  States  and/or  Federal  reserve 
districts  and  by  such  smaller  geographical  subdivi- 
sions as  the  said  Secretary  may  from  time  to  time  pre- 
scribe. The  said  Secretary  is  authorised  to  arrange 
with  any  Federal,  State,  or  municipal  bureau  or 
other  governmental  agency  for  the  coUection  of  sach 
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1.2-2     BLS  RMponsibilily — Conllnu«cl 

■tatistioi  In  SQch  manner  as  be  nwjr  deem  wtiatee- 
torjr,  and  may  assign  special  agents  of  tbe  Depirt- 
xumt  of  Labor  to  any  socb  boreaa  or  agency  to  a«lat 
In  such  collection.* 

In  cuTytng  out  this  responsibility,  the  BLS 
makes  um  of  data  collected  by  other  Federal 


agencies  and  of  data  obtained  through  a  system 
of  voluntary  reporting  by  a  sample  of  approxi- 
mately 115,000  establishments  employing  some 
11,000,000  workers.  On  the  basis  of  this  in- 
formation, the  BLS  prepares  and  publishes 
monthly  estimates  of  employment  for  more  than 
190  industries  and  industry  groups.' 


U    THE  STATE  PROGRAM 


IJ-I     Cooperation  WHfi  Stalo  Agencioi 

The  greater  part  of  BLS  energies  in  the  em- 
ployment, hours,  and  earnings  field  has  been  de- 
voted to  the  compilation  of  national  summaries. 
But  for  some  years  the  Bureau  has  maintained 
contract  arrangements  with  a  number  of  State 
agencies  whereby  separate  employment  indexes 
lor  selected  industries  in  the  State  have  been 
prepared  and  issued  by  the  State  agency  using 
information  reported  on  a  common  Stato-BLS 
schedule.  Beginning  in  1945,  the  Bureau  under- 
took to  extend  these  contract  arrangements  to  a 
greater  number  of  States,  and  to  expand  in  other 
ways  the  toagib  of  State  employment  statistics. 

1 J-2    Olii«cliv*t  off  Start*  Program 

The  principal  objectives  of  the  State  Program 

(a)  To  develop  and  maintain  an  accurate  and 
authoritative  series  of  monthly  employment  es- 
timates, by  industry,  for  all  nonagricidtural  in- 
dustries for  each  State. 

(b)  To  develop  and  maintain  accurate  and 
authoritative  monthly  series  of  average  hourly 

■Qwtatlaa  from  Cbapter  873,  Volvme  4S,  Part  I,  PnMie 
SdSws  (Approved  July  7, 1080). 


and  weekly  earnings  and  of  average  weekly 
hours  worked,  by  industry,  for  manufacturing 
industries  (and  for  a  few  nonmanufacturing 
industries) ,  for  each  State. 

(c)  To  develop  and  maintain  a  system  of  pro- 
cedures that  can  be  translated  effectively  to  an 
area  program,  whereby  similar  series,  as  needed, 
may  be  developed  for  important  local  areas 

within  a  State. 

I 

(d)  To  plan  and  carry  out  these  develop- 
ments in  such  a  fashion  as  will  strengthen  and 
improve  the  national  totals.  ^ 

(e)  To  serve  public  needs  for  strictly  current 
data  by  releasing  preliminary  estimates  within 
1  month  of  the  date  of  reference,  while  main- 
taining the  accuracy  of  final  or  historical  series. 

(f)  To  eliminate  duplication  and  confusion 
and  to  promote  uniformity  and  standardization 
through  close  coordination  of  Federal  and  State 
agencies  and  programs. 

(g)  To  carry  out  the  program  at  a  minimum 
cost 


*  The  approxtmate  nnmber  of  estaUishmenta  and  employeaa 
quoted  are  aa  of  the  latter  part  of  1947.  The  data  are  for  aU 
Bonagrlcultoral  Indtutrlea,  indading  conatmctloii. 


1.4     THE  BLS-STATE  EMPLOYMENT  STATISTICS  MANUAL 


1.4-1     Prefatory  Not* 

Sections  5.1  and  5.4,  volume  I,  set  forth  the 
basis  of  authority  and  controlling  specifications 
for  the  present  cooperative  Federal-State  Pro- 
gram, and  section  2.4,  volume  I,  identifies  the 
instructional  instruments  through  which  pol- 
icy, standards,  and  procedures  are  controlled. 
Among  these  instruments  the  BLS-State  Em- 
ployment Statistics  Manual  is  the  basic  guide 
on  techniques  and  procedures  followed  in  the 
preparation  of  monthly  estimates  imder  the 
State  Program.  This  Manual  also  supersedes 
the  BLS-State  Employment  Estimates  Manual 
issued  in  February  1945. 

1.4-2     Organizotion  of  the  Manual 

The  Manual  is  published  in  three  volumes. 
Volume  I,  entitled  General  Topics^  contains  the 
most  important  background  material  for  the 
program.  It  presents  the  most  important  basic 
policies,  administrative  rules,  definitions,  and 
terminology,  and  a  summary  of  the  history  and 
present  status  of  employment  data  in  the  United 
States.  Volume  II,  Operating  Guide,  is  the  day- 
to-day  working  handbook.  It  is  designed  to 
present  in  its  chapters  all  the  basic  procedural 
instructions  necessary  to  the  preparation  of 
employment  estimates.  Volume  III  of  the 
Manual  is  a  Techmcal  Appendix,  devoted  to 
theory  and  mathematical  developments  which 
underlie  chosen  procedures.  Kiiowledge  of  the 
contents  of  volume  III  is  not  necessary  to  the 
compilation  of  estimates,  but  will  lead  to  a 
clearer  understanding  of  assumptions  involved 
in  the  estimating  procedures,  and,  in  some  in- 
stances, of  dangers  to  which  special  attention 
might  weU  be  given. 

1.4-3     Formot 

The  general  format  of  the  Mamud  is  illus- 
trated by  these  pages.  The  three  volumes  are 
identified  both  by  title  and  by  capital  Roman 
numerals.  Each  volume  is  arranged  in  major 
sections,  sections,  and  subsections.  The  major 
sections  are  numbered  in  sequence  by  ordinary 
Arabic  numerals.  The  sections  are  indicated  by 
decimal  numerals;  e.  g.  7.10.    Subsections  are 


identified  by  a  dash  number  suffix;  e.  g.  7.10-2. 
Further  breaks  within  a  subsection  are  noted  by 
parenthetic  lower  case  roman  letters.  The  word 
"section"  is  used  in  a  generalized  sense  in  all 
cross-references  in  the  Manual,'  e.  g.  a  reference 
to  the  third  break  in  the  second  subsection  in 
the  10th  section  of  the  third  major  section  of 
volume  I  is  worded  "See  volume  I,  section  3.10-2 
(c)."  Tables  and  figures  are  indicated  by  the 
section  number  followed  by  a  decimal  number 
in  sequence.  Thus,  the  fourth  figure  in  section 
7  is  shown  as  figure  7.4. 

The  Manual  title  and  volume  number  appear 
in  the  running  head  at  the  top  of  the  left-hand 
pages.  The  title  of  the  major  section  appears  in 
the  running  head  at  the  top  of  the  right-hand 
pages.  The  date  of  issue  is  shown  in  the  run- 
ning head  at  the  inside  top  of  each  page.  A  sub- 
section number  in  bold  type  appears  in  the  run- 
ning head  at  the  outside  top  of  each  page;  on 
a  left-hand  page,  this  number  indicates  the  first 
subsection,  any  part  of  which  appears  on  the 
page;  on  a  right-hand  page,  this  number  indi- 
cates the  last  subsection,  any  part  of  which  ap- 
pears on  the  page.  Each  section  is  introduced 
by  a  title  in  bold  type  centered  across  the  page. 
Subsections  are  introduced  by  titles  in  smaller 
bold  type  which  are  set  flush  with  the  left  mar- 
gin of  a  column.  Lesser  breaks  are  occasionally 
given  subtitles  which  appear  in  caps  and  small 
caps  or  in  italics  and  are  indented  as  are  ordi- 
nary paragraphs. 

1.4-4     Revisions 

Revision  of  the  Manual  is  accomplished  by  the 
issue  of  new  pages  which  supplement  or  replace 
old  pages.  The  date  of  revision  and  the  num- 
ber of  the  transmitting  BLS  Employment  In- 
struction Series  B  memorandum  are  shown  in 
the  running  head  on  each  revised  page.  (See 
sec.  2.4-4  for  complete  description  of  series  B 
memoranda.)  No  addenda  to  the  Manual  are 
issued.  Each  revision  is  in  such  form  that, 
when  revised,  the  Manual  is  complete  in  straight 
reading  sequence.  Occasionally,  minor  correc- 
tions to  the  Manual  are  handled  by  means  of  a 
BLS  Employment  Instruction-Series  5,  which 
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1,41.4    |«vitioR»— Coiifinu«d 

directs  recipients  to  make  the  necessary  correc- 
tion in  ink  on  their  copies  of  the  Marwud. 

Inactive  pages,  when  remoyed  from  the 
Mamtaiy  should  not  be  destroyed,  but  should  be 
endorsed  "Inactive  (or  Superseded)  (Daie)^, 
and  filed  for  possible  future  reference. 


Most  revisions  can  be  fitted  into  the  old  num- 
ber sequence  with  no  difficulty.  In  a  few  cases, 
it  is  necessary  to  use  a  suffix  expander  in  the 
numbering.  For  instance,  should  it  become 
necessary  to  insert  a  new  section  between  old  sec- 
tions  7.2  and  7.3,  the  new  section  would  be  num- 
bered 7.2A.  The  first  subsection  within  the  new 
section  would  be  7.2A-1. 


SECTION  S 


Adminisfration 


2.1     GENERAL 


2.1-1     Scope  of  Section 

The  purpose  of  this  section  is  to  identify  the 
principal  sources  and  channels  of  administra- 
tive control  of  the  State  Program;  to  indicate 
the  general  pattern  of  interagency  relation- 
ships; to  simmiarize  selected  administrative 
practices  not  described  elsewhere;  and  to  de- 
scribe the  series  of  documents  through  which 
statistical  standards  and  procedures  are  kept 
uniform. 

Several  important  related  matters  which  ar« 
treated  elsewhere  are  intentionally  omitted 
from  this  section: 


(a)  Basic  program  policy  is  presented  in  sec- 
tion 5  of  volume  I  of  this  Manual  (see  especially 
sec.  5.1). 

(b)  For  detail  instructions  covering  budget, 
personnel,  pay  rolls,  rent,  equipment,  supplies, 
travel,  communication,  and  related  subjects,  the 
business  management  offices  of  affected  agendee 
must  be  consulted. 

(c)  Detailed  description  of  this  Manual  it- 
self has  already  been  presented  in  section  1.4  and 
in  the  table  of  contents. 


2.2     ADMINISTRATIVE  ORGANIZATION  OF  STATE  PROGRAM 


2.2-1     Participating  Agencies 

Many  Federal  agencies  including  BLS,  BES, 
BOASI,  Bureau  of  the  Budget,  Bureau  of  the 
Census,  USES,  Interstate  Commerce  Commis- 
sion, Railroad  Retirement  Board,  U.  S.  Mari- 
time Commission,  and  others;  and  State  agen- 
cies, including  universities,  labor  and  industrial 
departments,  and  UC  agencies,  contribute  in 
some  manner  to  the  State  program.  The  prin- 
cipal participants  are  BLS,  BES,  the  BLS  Con- 
tract State  agencies  (including  UC  agencies 
with  BLS  contracts)  and  State  UC  agencies 
which  are  not  BLS  contract  agencies. 

2.2-2     Organizational  Structure 

The  administrative  organizational  structure 
of  the  State  Program  is  complex,  resting  neces- 
sarily upon  joint  agreements  among  several  in- 
dependent agencies.  The  structure  is  built 
upon  previously  existing  administrative  forms 


of  the  several  agencies,  modified  to  be  consistent 
with  the  basic  policies  stated  in  section  ft. 
A  highly  simplified  chart  of  the  organization 
structure  showing  relationships  among  the  prin- 
cipal participants  is  shown  in  figure  2.1.  The 
major  responsibilities  of  BES,  BLS,  and  the 
State  agencies  are  stated  in  section  5.  Sections 
2.2-3  to  2.2-6  amplify  section  5  and  the  chart 

2.2-3     Bureau  of  Employment  Security 

The  role  of  the  Bureau  of  Employment 
Security  with  respect  to  the  UC  program  and 
administration  is  unchanged  over  what  it  was 
prior  to  the  inauguration  of  the  cooperative 
State  employment  statistics  program.  In  addi- 
tion, BES  serves  in  an  advisory  capacity  to  BLS 
on  the  State  Program,  is  the  agency  through 
which  the  State  Program  is  financed  in  States 
in  which  UC  is  the  contract  agency,  and  sees 
that  specified  uniform  data  on  covered  employ- 
ment become  available  from  all  UC  agencies  in 
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such  a  way  as  to  be  most  useful  in  the  employ- 
ment statistics  program. 

BES  exercises  its  administrative  functions 
through  the  regional  offices  of  the  Social  Secu- 
rity Administrati(»i.  In  all  actions,  BES  gives 
careful  consideration  to  recommendations  of 
the  Interstate  Conference  of  Employment  Secu- 
rity agencies. 

2Jt— 4     BLS  Woshington  Oflko 

Ihe  Bureau  of  Labor  Statistics  has  full  re- 
sponsibility for  the  development  of  employ- 
ment, and  hours  and  earnings  series  for  the 
country  as  a  whole,  and  has  primary  responsibil- 
ity for  the  development  of  standards  and 
tedmiques  to  effect  uniformity  of  practice  in  the 


work  of  State  agencies  on  current  series  in  these 
fields.  The  Bureau's  responsibilities  are  dele- 
gated to  the  Division  of  Employment  and  Occu- 
pational Outlook,  and  are  carried  out  for  Con- 
struction by  the  Branch  of  Construction  Statis- 
tics, and  for  all  other  industries  by  the  Employ- 
ment Statistics  Branch.  The  administrative 
line  from  headquarters  to  the  field  is  a  direct  one 
between  the  BLS  Washington  office  and  the 
State  agency.  In  selected  matters,  BLS  desig- 
nates its  regional  offices,  regional  directors,  and 
regional  employment  analysts  to  act  for  the 
Washington  office. 

2.3-4     iLS  Rogionol  Offlcts 

(a)  The  Regional  Office  AKD  Regioxal  Di- 
BECTOB.    The  regional  director  and  his  dOice 


Summary  Organizational  Chart  of  the  Federal-State  Cooperative 

Employment  Statistics  Program 
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2.2-5     BLS  Regional  OfRces — Continued 

have  the  general  function  of  representing  BLS 
in  the  field.  They  have  specific  functions  and 
tasks  in  the  State  emplojmient  program  as  des- 
ignated from  time  to  time  by  the  Washington 
office.  Regional  offices  give  advice  and  service 
to  State  agencies  as  requested  and  within  the 
limits  of  facilities.  In  many  cases,  the  regional 
office  passes  on  to  Washington  those  requests 
which  cannot  be  filled  locally. 

(b)  The  Regional  Emplotmekt  Analyst. 
More  than  any  other  single  person,  the  BLS 
regional  analyst  represents  the  Federal  agen- 
cies in  the  preparation  of  current  employment 
estimates.  The  analyst  is  both  a  member  of  the 
regional  director's  staff  and  a  direct  representa- 
tive of  the  BLS  Washington  office.  He  inter- 
prets instructions,  advises  and  assists  State 
agencies  on  peculiar  local  problems,  and  stands 
ready  at  all  times  to  facilitate  the  preparation 
of  sound  estimates.  Li  many  instances  the 
analyst  officially  reviews  and  approves  pro- 
cedures or  estimates;  in  others  he  assists  the 
State  agency  in  formulating  controls  and  checks 
which  will  guarantee  that  local  review  will  meet 
Federal  standards. 


2.2-6     The  Contract  Stote  Agency 

The  operating  State  agency  which  carries  out 
the  employment  program  is  usually  referred  to 
as  the  BLS  Contract  State  Agency,  although  in 
most  instances  the  compact  between  BLS  and 
the  State  agency  is  less  formal  than  a  l^al 
contract  More  often  there  is  merely  a  writtea 
working  agreement  between  the  two  organiza- 
tions which  clarifies  the  precise  duties  of  each 
agency.  These  agreements  are  in  harmony  with 
the  basic  policy  set  forth  in  section  5. 
Under  them,  the  State  agency  normally  collects 
and  edits  schedules,  transmits  schedules  to 
Washington  for  national  use,  prepares  State 
(and  sometimes  area)  estimates  of  employment 
(and  sometimes  pay  rolls,  hours,  and  earnings) , 
and  publishes  the  local  estimates.  In  order  to 
satisfy  postal  regulations  and  for  convenience 
of  reference,  a  particular  person  in  the  Contract 
State  agency  is  designated  as  the  BLS  "cooper- 
ating representative."  This  person  is  also 
known  as  the  "West  Dakota  Bepresentativo" 
and  is  an  official  agent  of  BLS. 

The  BLS  Contract  States  as  of  March  1, 
1948  are  shown  in  figure  2.2.  They  are  tha 
States  with  entries  showing  State  officials  con- 
nected with  the  employment  statistics  program. 


Figure  2.2 

STATE  AGENCIES  COOPEEATING  WITH  THE  BUBEAU  OP  LABOB  STATISTICS  IN  THE  EMFLOTMBNT   FAT 

BOLL,  AND  HOUBS  OF  WOBK  PBOGBAM  ' 

lOoopemiing  arrangement*  ewitt  only  with  States  having  entries  opposite  their  namet] 


State 


Alabama 


Arizona. 


Arkansas. 


Person  receiving  correspondence 


Policy 


Mr.  8.  Fleetwood  Carnley,  Director,  Department  of 
Industrial  Relations,  711  High  St.,  Montgomery  5, 
Ala. 

Mr.  Bruce  Parkinson,  Director,  Unemployment  Com- 
pensation Division,  Employment  Security  Com- 
mission, Box  111,  Phoenix,  Aris. 

Mr.  Purifoy  Gill,  Administrator,  Employment  Secu- 
rity Division,  Arkansas  Department  of  Labor,  122 
East  Second  St.,  Little  Rock,  Ark. 


Other 


Miss  Ethelyn  Gartman,  Principal  Statie- 
tician. 


Mr.  R.  L.  Maxcy,  Statistician. 


Mr.  Owen  Delap,  Research  and  Statistics 
Unit. 
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IfJoopenMnff  amrngmnmi*  exitt  only  vMK  State*  having  «nirie»  oppoMe  their  nanUM] 


SIsto 

Fenon  raoeiving  oorreepondenoe 

PoUcy 

Other 

Cklifornift 

Mr.  M.  I.  Gerahenson,  Chief,  Division  of  Labor  Sta- 
tistics and  Reeearch,  965  Mission  St.,  San  Francisco 
8,  Calif. 

(Address  all  correspondence  to  Mr. 
Gershenson.)  Copies  to  Mrs.  Mildred 
Stephenson. 

Colorado 

<i 

Ckkimectieut 

Mr.  Howard  Hausman,  Executive  Director,  Employ- 
ment Security  Division,  Attention:  David  Pinsky, 
Research  Director.  285  Broad  St.,  Hartford  15, 
Conn. 

DelAware.. 

Mr.  Kenneth  Snader,  Statistician,  Federal  Reserve 
Bank  of  Philadelphia,  925  Chestnut  St.,  Philadel- 
phia 1,  Pa. 

Miss  Helen  Conine. 

District  of  Col- 

Florid* 

Mr.  W.  U.  Norwood,  Director,  Unemployment  Com- 
pensation Division,  Florida  Industrial  Commis- 
sion, Tallahassee,  Fla. 

Mr.  Robert  S.  Beasley. 

Mr.  Marion  Williamson,  Director,  Employment  Se- 
curity Agency,  Attention:  Reports  and  Analysis 
Section,  Room  624,  State  Office  Building,  Atlanta 
3,  Ga. 

Mr.  Ovid  Stephenson,  Chief,  Research 
and  Analysis,  P.  0.  Box  1276, 
Atlanta  1,  Ga. 

Mr.  H.  F.  Garrett,  Executive  Director,  Employment 
Security  Agency,  Industrial  Accident  Board,  153)i 
Eighth  St.,  Boise,  Idaho. 

Mr.  A,  CI,  Deen'iaT).  Rf>search  and  Rta- 

tistics  Unit. 

Illinnfa 

Mr.  Robert  L.  Gordon,  Director,  Illinois  Department 
of  Labor.  Room  1416,  160  North  La  Salle  St., 
Chicago  1,  111.  (Copies  of  ail  policy  letters  should  go 
to  Mrs.  Slotkin). 

Mrs.  Elizabeth  J.  Slotkin,  Supervisor, 
Research  and  Statistics,  Division  of 
Unemployment  Compensation,  Illi- 
nois Department  of  Labor,  Room  509, 
222  West  North  Bank  Drive,  Chicago 
54.111. 

BIab.  1,  1948 


Administration 


2.2-6 


Figure  2.2 

STATE  AQENCIES  COOPERATING  WITH  THE  BUBEAU  OP  LABOB  STATISTICS  IN  THE  EMPLOYMENT   PAT  BOU.« 

AND  HOURS  OF  WOBK  PBOGRAM— Continued  *  "•"-^ 

lOooperating  arrangementa  exist  only  with  States  having  entries  opposite  their  names} 


State 


Indiana. 


Iowa. 


Person  receiving  correspondence 


Policy 


Kansas. 


Kentucky. 


Miss  Lucy  Kantz,  Research  and  Statistics  Section, 
Employment  Security  Division,  141  South  Merid- 
ian St.,  Indianapolis  12,  Ind. 

Mr.  Joseph  R.  PeflFerte,  Chairman,  Employment 
Security  Commission,  112  Eleventh  St.,  Des 
Moines,  Iowa. 

Mr.  P.  G.  Baiid,  Commissioner  of  Labor,  Kansas 
State  Labor  Department,  800  Kansas  Ave., 
Topeka,  Kana. 


Louisiana 


Maine. 


Maryland. 


Massachusetts... 


Michigan. 


Minnesota. 


Mississippi. 


Dr.  P.  F.  Boyer,  Bureau  of  Business  Research,  Col- 
lege of  Commerce,  Louisiana  State  University, 
Baton  Rouge  3,  La. 

Mr.  Llewellyn  C.  Fortier,  Chairman,  Unemployment 
Compensation  Commission,  331  Water  St.,  Au- 
gusta, Maine. 

Mrs.  Margaret  W.  Kimble,  Deputy  Commissioner, 
Department  of  Labor  and  Industry,  12  East  Mul- 
berry St..  Baltimore  2.  Md. 

Mr.  Lester  E.  Archibald,  Director  of  Statistics, 
Massachusetts  Department  of  Labor  and  Indus- 
tries, Room  209,  State  House,  Boston  33,  Mass. 

Mr.  George  W.  Dean,  Commissioner  of  Labor,  De- 
partment of  Labor  and  Industry,  Lansing  13,  Mich. 

Mr.  Ray  Solem,  Research  and  Statistics  Section, 
Minnesota  Division  of  Employment  and  Security, 
369  Cedar  St.,  St.  Paul  1,  Minn. 


Other 


Miss  Dorothea  Andersoii. 


Mr.  Homer  J.  Freeman. 


Mr.  Raphael  Maher,  Research  and 
Statistics,  331  Water  St,  Augusta, 
Maine. 


Mr.  Henry  E.  Fink,  Acting  Director, 
Division  of  Industrial  Statistics  and 
Reports  (Copies  to  Mr.  Dean). 


807630 — id ^2 
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State 


Missouri. 


Montana. 


Nebraska. 


Nevada. 


New  Hampshire. 


Feraon  receiving  correspondence 


Mr.  Henry  St.  Clair,  Chief  of  Analysis  and  In- 
formation, Division  of  Employment  Security, 
Department  of  Labor  and  Industrial  Rela- 
tions, 1101  Capitol  Ave  ,  Jefferson  City,  Mo. 

Mr.  Barclay  Craighead,  Chairman,  Unemployment 
Compensfttion  Commission  of  Montana,  P.  O. 
Box  1727,  Helena,  Mont. 

Mr.  Robert  T.  Malone,  Director,  Division  of 
Placement  and  Unemployment  Insurance,  De- 
partment of  Labor,  134  South  12th  St.,  Box  1033, 
Lincoln  1,  Nebr. 

Cooperating  Representative,  Attn:  Ednamay 
Hunt,  Employment  Security  Department,  Car- 
flOD  City,  Nev. 


New  Jersey. 


New  Mexico. 


New  York. 


Noitli  Carolina.  _ 


Mr.  Harry  C.  Harper,  Commissioner,  New  Jersey 
Department  of  Labor,  Trenton  8,  N.  J. 


Mr.  Benjamin  D.  Luchini,  Chairman-Executive 
Director,  Employment  Security  Commission  of 
New  Mexico,  P.  O.  Box  1301,  Albuquerque, 
N.  Mex. 

Mr.  Meredith  B.  Givens,  Director,  Research  and 
Statistics  DPUI,  New  York  State  Department 
of  Labor,  342  Madison  Ave.,  New  York  17, 
N.  Y.  (Copy  to  Miss  Lauder). 


Mr.  Forrest  H.  Shuford,  Commissioner,  North 
Carolina  Department  of  Labor,  Labor  Building, 
Raleigh,  N.  C. 


Mr.  Neal  Hadsell,  Chief,  Research  and 
Statistics  Section. 


Mr.  James  A.  T.  Gribbin,  Bureau  of 
Statistics  and  Records,  Broad  and 
State  Sts. 

Miss  Frances  Scriviier,  Research  aad 
Statistics  Unit. 


Miss  Mildred  M.  Lauder,  Chief,  Employ- 
ment Reports  and  Statistics,  Bureau  of 
Research  and  Statistics,  New  York 
State  Department  of  Labor,  Kennedy 
Building,  39  Columbia  St.,  Albany  1, 
N.  Y.  (Copy  to  Mr.  Givens). 

Mr.  C.  H.  Pritchard,  Statistical  Division, 
Room  406,  Labor  Building. 


Mar.  1,  1948 
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[Cooperating  arrangements  exist  only  loith  States  having  entries  opposUe  their  names] 


State 


Person  receiving  correspondence 


North  Dakota... 


Ohio. 


Oklahoma. 


Policy 


Oregon. 


Pennsylvania 

(Nonmanufac- 
turing) 

Pennsylvania 

( Manufacturing) 


Rhode  Island 


South  Carolina. 


Mr.  Morris  Leonhard,  Executive  Director,  Oklahoma 
Employment  Security  Commission,  American 
National  Building,  Oklahoma  City,  2,  Okla. 


Miss  Grace  D.  Keiser,  Acting  Director,  Bureau  of 
Research  and  Information,  Department  of  Labor 
and  Industry,  Harrisburg,  Pa. 

Mr.  Kenneth  Snader,  Statistician,  Federal  Reserve 
Bank  of  Philadelphia,  925  Chestnut  St.,  Philadel- 
phia 1,  Pa. 

Mr.  Joseph  T.  Cahir,  Acting  Director  of  Labor,  State 
House,  Providence  2,  R.  I. 


South  Dakota... 


Other 


Mr.  B.  F.  Portis,  Acting  Director,  Re- 
search and  Statistics  Section. 


Mr.  Walter  Pestke. 


Miss  Helen  M.  Conine. 


Mr.  Joseph  C.  McCarten,  Division  of 
Census  and  Information. 
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Tennessee. 


Texas- 
Utah. 


Vermoni- 


Viri^nia- 


Person  receiving  correspondence 


Policy 


Washington. 


West  Virginia 


Wisconsin. 


Wyoming. 


Mr.  W.  O.  Hake,  Commissioner,  Attn:  Dr.  E.  J. 
Eberling,  Tennessee  Department  of  Employment 
Security,  Cotton  States  Building,  Nashville  3, 
Tenn. 

Dr.  Robert  W.  French,  Bureau  of  Business  Research, 
The  University  of  Texas,  Austin  12,  Tex. 

Mr.  B,  L.  Flanagan,  Executive  Director,  Depart- 
ment of  Employment  Security,  Continental  Bank 
Building,  Salt  Lake  City  13,  Utah. 

Mr.  Henry  A.  Milne,  Chairman,  Unemployment 
Compensation  Commission,  Montpelier,  Vt. 


Mr.  H.  J.  Smith,  Director,  Division  of  Research  and 
Statistics,  State  Dept.  of  Labor  and  Industry, 
P.  O.  Drawer  3-D,  Richmond  21,  Va. 

Mr.  John  D.  Davis,  Commissioner,  Employment 
Security  Department,  P.  O.  Box  367,  Olympia, 
Wash. 


Mr.  0.  A.  Fried,  Chief  Statistician.  Industrial  Com- 
mission of  Wisconsin,  137  East  Wilson  St.,  Mad- 
ison 3,  Wis. 

Mr.  Alvin  W.  Harris,  Executive  Dwector,  Employ- 
ment Security  Commission,  P.  O.  Box  760,  Casper, 
Wjro. 


Other 


Dr.  E.  J.  Eberling,  Chief,  Research  and 
Statistical  Section,  Tennessee  De- 
partment of  Emplojrment  Security, 
304  Cotton  States  Building,  Nash- 
ville 3,  Tenn. 


Mr.  Jildo  Cappio,  Chief,  Research  and 
Statistics  Section,  Unemployment 
Compensation  Conunission,  Mont- 
pelier, Vt. 

Miss  Ann  H.  Hargrove. 


Mr.  Paul  Wiseman,  Chief,  Research  and 
Information  Section. 


Miss  Paula  E.  Fischenich. 


Mr.  Scoville  R.  Heckart,  Reports  and 
Analysis  Section. 


Mar.  1,  1948 
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2.3     BUDGET  AND  FISCAL  MAHERS 


2.3-1     Financing  of  Stote  Program 

If  the  State  contract  agency  is  not  a  UC 
agency,  financial  arrangements  are  settled  by 
mutual  agreement  between  BLS  and  the  State 
agency,  and  are  carried  out  in  accordance  with 
the  fiscal  rules  of  those  two  agencies.  Usually 
BLS  provides  all  schedules,^  forms,  envelopes, 
the  penalty  mail  privilege,  and  some  personnel ; 


the  State  agency  accepts  the  other  costs. 

If  the  contract  agency  is  the  UC  agency,  the 
program  is  ordinarily  financed  entirely  from 
Federal  funds  ( title  III  and/or  BLS ) .  In  this 
case,  the  Stat€  prepares  a  budget  and  submits  it 
through  regular  BES  budgetary  channels  for 
joint  review  and  approval  in  Washingt(Hi  by 
BLS  and  BES. 


2.4     GUIDES,  MANUALS,  AND  INSTRUaiONS 


2.4-1     Basic  Instructional  Documents 

Seven  types  of  instructional  material  relate, 
in  whole  or  in  part,  specifically  to  the  State  em- 
ployment statistics  program.  Three  of  these 
are  issued  by  the  Bureau  of  Employment  Secu- 
rity, and  control  policy  and  procedure  in  the 
UC  program,  including  data  on  covered  employ- 
ment; they  are: 

(a)  The  Guide  for  State  Employment  Se- 
curity Administration. 

Part  I,  General  administration. 
Part  II,  UC  program. 
Part  III,  Research  and  statistics. 
Part  IV,  Fiscal  and  budgetary  manage- 
ment 

(b)  Numbered  Letter  Series. 

General  administration  letters. 

UC  program  letters. 

Research  and  statistics  letters. 

Fiscal  and  budgetary  management  letters. 

(c)  Other  Correspondence. 

The  other  four  are  issued  by  BLS  and  cover 
all  aspects  of  the  State  employment  statistics 
program  other  than  the  basic  collection,  proc- 
essing and  reporting  of  UC  covered  employment 
data.  These  have  precedence  and  importance  in 
the  order  listed,  except,  of  course,  that  the  prec- 
edence may  be  modified  by  explicit  written 
statement  from  the  BLS  Washington  office. 

(d)  The  BLS-State  Employment  Statis- 
tics Manual. 


'  Only  If  the  state  agency  uses  the  standard  schedoles. 


(e)  BLS  Employment  Instbuctions — S«r 

RIES  A. 

(f)  BLS  Employment  Instructioks — Se- 
ries B. 

(g)  Other  BtS  Instructions. 

Items  (d)  through  (g)  are  described  in  the  fol- 
lowing sections.  Should  conflict  arise,  through 
oversight,  between  instructions  issued  by  BES 
and  those  issued  by  BLS,  the  matter  should  be 
called  to  the  attention  of  either  Bureau  and  it 
will  be  resolved  in  Washington. 

2.4-2     BLS-State  Employment  Statistics  Manucri 

The  Statistics  Manual  described  in  section 
1.4,  is  the  basic  guide  on  techniques  and  pro- 
cedures to  be  followed  in  the  monthly  State  em- 
ployment estimates  program.  Except  where 
specifically  waived  by  the  Washington  office  of 
the  BLS,  it  takes  precedence  over  all  other  pro- 
cedural instructions  on  this  topic 

2.4-3     BLS  Employment  Instructions— Soriet  A 

This  series  consists  of  instructions  which — 

(a)  are  purely  interim  instructions, 

(b)  are  of  significance  for  only  a  very  short 
period, 

(c)  are  tentative  or  proposed  instructions, 

(d)  are  of  comparatively  minor  importance, 

(e)  are  very  bulky  and  would  crowd  th© 
Manual^  or 

(f)  are  so  urgently  needed  that  they  must  be 
issued  in  memorandum  form,  pending  the  more 
lengthy  process  of  Manual  revision. 

These  Instructions  are  issued  in  a  numbered 
series  of  memoranda  supplementary  to  the 


I 


It 


' 
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1 


( 


2.4-3     BLS     Employinvnt     InttrwctiQi 
A— ConMnuMi 


riM        2.4-4    BLS  Employment  InttrucHonf — S«rl«t  B 


Manual.    The  fonnftt  of  these  memoranda  is 
illustrated  by  the  following  example: 

U.  S.  Depabtmzht  of  Labob 

BUREAIT  OF  LABOB  STATISTICS 

Washington  25,  D.  C. 

MEMOBANDUM 

Seftembeb  1, 1947. 

To:  All  Begional  Directors  and  Contract 

State  Agencies 
Wnm :     A.  B.  See,  Chief,  Division  of  Employ- 
ment  and    Occupational    Outlook 
Subject:  BLS  Employment  Instructions — No. 
A-17 
Interim  Procedure  for  Estimating 
Employment  in  Water  Transporta- 
tion, SSA  Major  Group  44. 

1.  liitroductiou 

2.  Sources  of  Data 

3.  Benchmark  Estimates 


This  is  a  secondary  set  of  supplementary 
memoranda,  similar  to  Series  A  but  distin- 
guished by  the  fact  that  they  are  used  for: 

(a)  transmitting  additional  and  revised 
pages  of  the  Manual^  or 

(b)  directing  the  recipients  to  make  correc- 
tions, in  ink,  on  their  copies  of  the  Manual  (for 
minor  changes  only ;  all  other  revisions  will  be 
accomplished  by  the  issue  of  new  pages  which 
supplement  or  replace  old  pages  in  the  Manual) . 
Series  B  memoranda  are  issued  in  the  same  for- 
mat as  Series  A  memoranda. 

2.4-5     Other  BLS  Instnictiont 

Every  effort  is  made  to  incorporate  all  gen- 
eral instructions  into  either  the  Manual  or 
Series  A  or  B  Instructions.  There  always  re- 
main, however,  certain  specialized  or  localized 
problems  which  are  treated  in  ordinary  corres- 
pondence, wire,  personal  visit,  and  telephone 
conversation. 


2.5     MS  COMMUNICATIONS 


2S-1     Business  Monogement 


All  communications  of  BLS  regional  offices 
involving  business  management  subjects,  and  all 
telegraph,  telephone,  and  teletype  communica- 
tions, whatever  the  subject,  are  handled  in  ac- 
cordance with  the  Manual  of  Business  Manage- 
ment Procedures.  State  agencies  will  handle 
such  communications  in  accordance  with  what- 
ever rules  govern  them  on  the  subject.  Instruc- 
tions in  section  2.5  apply  only  to  other  com- 
munications. 

23-2     Moil    From    Woshington    to    Regionol 
Offices 

All  mail  from  Washington  to  the  regional 
offices  is  prepared  in  memorandum  form  for 


the  signature  of  the  division  chief ;  the  memo- 
randum is  adressed  to  the  regional  director  by 
name  and  title  followed  by  the  regional  office 
city  in  parenthesis  (or  to  "all  regional  direc- 
tors") ;  the  project  number  and  a  subject  are 
shown,  and  reference  to  earlier  correspondence 
if  appropriate;  on  all  copies  the  writer's  and 
typist's  initials,  and  the  initiating  branch  are 
noted ;  the  distribution  of  copies  is  shown  on  all 
copies  except  the  original.  Normally,  the  orig- 
inal and  one  copy  (for  the  analyst)  go  to  the 
regional  director,  one  copy  to  Bureau  general 
files,  one  copy  to  branch  files,  and  one  copy  to 
the  reading  file.  If  other  informational  copies 
are  prepared,  the  recipient  should  be  indicated. 
The  following  example  iUustrates  correct  form : 


H 


2.5-2     Mail  from  Washington  to  Regional  Of- 
fices— Continued 


OFFICE  MEMORANDUM  UNIIED  STATES  GOVERNMENT 

Date:  July  1, 1947 

To:  John  Jay,  Begional  Director  (New 
Chicago) 

From :     A.  B.  See,  Chief 

Division  of  Employment  and  Occupa- 
tional Outlook 

Subject:  2102— Revision  of  1946  Employment 
Estimates  for  West  Dakota — Your 
memorandum  of  June  25, 1947 


AAA:BBB 

Emp  Stats 

CC— ES  Division 
General  Files 
Reading  Files 
John  Jay 
Henry  Kay 
Frank  Gee 


2.5-3     Mail  From  Washington  to  Contract  States 

Mail  from  Washington  to  Contract  States  is 
prepared  in  exactly  the  same  form  and  manner 
as  that  to  regional  offices  with  the  following 
exceptions : 

(a)  The  title  of  addressee  is:  Name  (State) ; 
e.  g.,  "S.  T.  Ewe  (West  Dakota) ". 


(b)  Mail  is  prepared  for  signature  of  branch 
chief. 

(c)  No  carbon  is  made  for  reading  file  (used 
internally  in  Washington  office  of  BLS),  but 
carbon  is  made  for  appropriate  regional 
director. 

2.5-4     Moil  From  Regional  Offices  to  Wash- 
ington 

Mail  from  regional  offices  to  Washington  is 
prepared  in  a  manner  similar  to  that  from 
Washington  to  the  regional  office.  The  follow- 
ing points  are  notable: 

(a)  All  such  mail  is  addressed : 

To :  Mr.  Robert  J.  Myers. 

From:  Regional  Director  (Name). 

(b)  Original  and  two  carbons  prepared  for 
Washington;  other  carbons  optional  with  re- 
gional director. 

2.5-5     Mail    From   Contract  Stoles   to   Wosh- 
ington 

It  is  suggested  that  the  cooperative  repre- 
sentative, (see  section  2.2-6  above)  adopt  the 
same  form  of  Washington  correspondence  as  is 
used  by  the  BLS  regional  office  and  prepare 
all  correspondence  for  signature  of : 

G.  H.  Eye,  West  Dakota  Representative 

Copies  should  be  forwarded  to  the  regional 
director. 


2.6     OTHER  INTERAGENCY  RELATIONSHIPS 


2.^1     General  Rule 


For  particular  problems  it  will  be  necessary 
to  make  special  arrangements,  but  the  following 
general  rule  should  cover  most  types  of  program 
contacts  with  governmental  agencies  other  than 
the  "principal  participants"  identified  in  section 
2.2-1. 

(a)  Program  arrangements  with  the  Social 


Security  Administration  are  handled  for  the 
State  Program  by  BES. 

(b)  Program  arrangements  with  all  other 
Federal  agencies  are  handled  for  the  State  Pro- 
gram by  BLS. 

(c)  Program  arrangements  with  State  and 
local  governmental  units  other  than  BLS  con- 
tract agencies  are  handled  by  the  State  contract 
agency. 
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Definitions  and  Terminology 


3.1     DEFINITIONS 


3.1-1     List  of  Definitions 


Following  is  a  list  of  definitions  of  terms 
used  in  the  MarmdL: 

Benchmark 

The  term  "benchmark"  for  a  specified  class  of 
employment  is  used  to  mean  a  complete  count 
or  an  estimate  (generally  more  accurate  than 
can  be  prepared  on  a  current  basis)  of  the  num- 
ber of  workers  employed  in  the  specified  class  as 
of  a  given  date  or  during  a  stated  period  of  time ; 
e.  g.,  it  may  be  the  number  of  workers  employed 
in  an  industry  for  1  month,  the  average  number 
employed  for  3  months,  or  the  average  number 
employed  for  a  year.  With  this  employment 
figure  as  a  base  or  starting  point,  it  is  possible 
to  compute  a  series  of  employment  estimates  by 
usmg  the  percentage  changes  in  employment  in 
a  sample  of  establishments  in  the  industry  and 
applying  this  percentage  change  to  the  bench- 
mark figure. 

Birth 

The  term  "birth"  in  this  Manual  refers  to  the 
begmnmg  of  operations  by  a  new  establishment. 

Casual  Workers 

Workers  not  employed  in  the  course  of  their  em- 
ployers' usual  business;  e.  g.,  the  odd-job  man 
hired  by  the  owner  of  a  business  establishment 
to  shovel  snow  from  the  walk  in  front  of  his 
home.  The  usage  of  this  term  in  the  Manual, 
It  should  be  noted,  differs  from  its  popular 
usage.  Under  the  latter,  casual  workers  are 
temporary  or  occasional  employees. 


Class-of- Worker  Exclusions 
(See  "Exclusions") 

Collation     (Machine    Tabulating    Termi- 
nology) 

A  machine  tabulating  term  used  to  describe  the 
process  by  which  two  sets  of  pimch  cards  having 
certain  identical  characteristics  are  manipulated 
in  such  a  way  as  to  "match"  those  having  identi- 
cal codes.  The  special  machine  used  for  this 
purpose  is  called  a  "collator."  This  machine  is 
used  in  the  BLS  employment  work  with  "identi- 
cal establishment"  tabulations.  The  collator 
will  also  select  cards  with  a  certain  characteristic 
code  from  the  entire  file  and  will  check  the 
sequence  of  a  file  for  possible  misfiling. 

Covered  Industries 

As  used  in  the  Manual,  the  term  refers  to  indus- 
tries consisting  of  establishments  generally  sub- 
ject to  the  unemployment  compensation  act  of  a 
State.  Under  this  definition  agriculture  is  not 
a  covered  industry  because  farms  are  not  gen- 
erally subject  to  the  provisions  of  those  acts, 
but  retail  food  stores  do  constitute  a  covered 
industry  because  they  are  subject  to  all  State 
unemployment  compensation  acts.  While  an 
industry  may  generally  be  subject  to  the  unem- 
ployment compensation  acts,  some  establish- 
ments in  the  industry  may  not  be  covered  be- 
cause they  fall  below  the  State  minimum  re- 
quirements for  coverage.  "Covered  employ- 
ment," then,  is  generally  less  inclusive  a  concept 
than  "covered  industry." 

Current  Product  Classification 
(See  "Recent-Product  Classification") 


n 


3.1-1 


BLSState  Employment  Statistics  Manual^  Vol.  I 


Mak.  1,  1948 


Mab.  1,  1948 


De-fvniiiona  and  Terminology 


3.1-1 


3.1-1     List  off  D«flnitiofii — CenfinuMi 

Death 

The  term  "death"  in  this  Mcmml  refers  to  th« 
permanent  dosing  of  an  establishment 

DlXINQinENT  BEPOBm 

"Delinquent  reports"  is  a  term  used  to  designate 
reports  which  were  not  received  as  of  the  cut-off 
date  for  a  specified  tabulation.  In  the  Manual. 
this  term  is  used  particularly  in  discussions  of 
UC  and  OASI  data.  In  BLS  monthly  opera- 
tions, an  analogous  term  is  laie  reports. 

Kditiko 

The  examination  of  statistical  schedules  prior 
to  tabulation.  Also,  the  examination  of  list- 
ings and  tabulations  for  completeness  and  inter- 
nal consistency. 

Emflotxes 

The  Bureau  of  the  Budget  standard  defini- 
tions of  workers  to  be  used  in  reporting  em- 
ployment, pay  roll,  and  man-hour  data  by  man- 
ujhcturing  establishments  apply  to: 

AU  Employees.  ( For  definition,  see  "Total 
Employment")  Tliis  group  is  composed  of 
the  following  subclasses: 

Production  and  Related  Workers.  (For 
definition,  see  "Production  Workers.") 

Force-Accoimt  Construction  Worken. 
(For  definition,  see  "Force- Account  Work- 
ers.") 

Administrative,  Supervisory,  Sales,  Tech- 
nical and  O^e  Personnel.  (For  defijiition, 
"Nonproduction  Workers.") 


The  term  "employees"  used  alone,  refers  to  the 
employment  totals  requested  in  the  1946  BLS 
schedules  f  rcHn  specified  nonmanuf  acturing  in- 
dustries. The  1947  schedules,  however,  re- 
quested that  "nonsupervisory  employees"  and 
"all  employees"  be  reported  by  these  industries. 
On  the  1948  schedules,  these  groups  are  specified 
more  carefully.  The  following  paragraph  lists 
briefly  the  industries  from  which  specified  em- 
ployment items  are  requested.  Section  4,  vol- 
ume in,  treats  the  subject  of  schedules  in  de- 
tailed fashion. 


The  1948  BLS  schedules  request  "all  employees" 
and  "production  and  related  workers"  from 
manufacturing,  mining,  laundries,  cleaning  and 
dyeing,  and  crude  petroleum  and  natural -gas 
production  establishments.  Schedules  for  pub- 
lic utilities,  hotels,  retail  trade,  wholesale  trade, 
insurance  or  security  brokerage,  and  finance  and 
miscellaneous  request  "nonsupervisory  employ- 
ees and  working  supervisors"  and  "all  em- 
ployees." 

"Nonsupervisory  employees  and  working  super- 
visors" include  office  and  clerical,  direct  sell- 
ing and  all  other  employees  (not  above  the 
working  supervisory  level) ,  both  full  and  part 
time,  on  either  salary  or  conmiission  basis,  who 
worked  or  received  pay  for  any  part  of  the 
period  reported,  as  well  as  employees  on  paid 
vacation  during  the  pay  period  covered.  Mem- 
bers of  the  armed  forces,  pensioners,  and  others 
carried  on  the  rolls  in  a  pay  or  nonpay  status 
but  not  working  during  the  period  are  excluded. 

Supervisory  employees  represent  the  differ- 
ence between  all  employees  and  nonsupervisory 
employees,  and  include  the  following:  officers 
of  corporations,  and  other  principal  executives, 
such  as  general  managers,  superintendents,  and 
heads  of  departments  whose  work  is  mainly 
supervisory.  Proprietors,  owners,  and  partners 
of  unincorporated  firms  are  excluded. 

In  order  to  avoid  excessive  verbiage  in  the 
Mamwd,  the  terms  "production  workers"  and 
"nonproduction  workers"  will  frequently  bo 
used  in  discussions  applicable  to  nonmanufac- 
turing  as  well  as  manufacturing  industries  to 
stand  also  for  "nonsupervisory  employees  and 
working  supervisors"  and  "supervisory  em- 
ployees," respectively. 

In  a  few  specified  industries,  the  employment 
data  requested  in  the  BLS  schedules  differ  from 
those  listed  above.  Thus,  the  telephone  in- 
dustry schedule  requests  data  for  employees 
covered  by  the  Fair  Labor  Standards  Act  and 
also  the  total  number  of  employees,  and  the 
telegraph  industry  furnishes  data  for  all  sal- 
aried, direct  operations  employees.  The  term 
"production  workers"  is  also  used  to  describe 
these  employees. 


3.1-1     List  off  Definitions — Continued 
Employer 

The  term  "employer"  means  a  person,  company, 
firm,  corporation,  partnership,  organization, 
institution,  contractor,  subcontractor,  or  Gov- 
ernment agency  which  pays  wages  or  salaries  to 
individuals  in  return  for  services  rendered  or 
work  performed.  An  employer  may  be  a 
single-unit  employer  having  all  of  his  employees 
at  one  site  or  location,  or  a  multi-unit  employer 
having  employees  at  two  or  more  sites  or 
locations. 

Establishment 

Unless  otherwise  indicated,  the  term  "establish- 
ment" refers  to  a  single  physical  location  at 
which  an  employer  carries  on  his  business  activ- 
ities. An  establishment  may  be  a  store,  shop, 
plant,  factory,  mine,  construction  site,  farm, 
office,  school,  church.  Navy  yard,  mill,  or  even 
a  private  home.  Most  employers  have  but  one 
establishment,  but  some  employers  such  as  the 
larger  grocery  chains  have  hundreds  of  estab- 
lishments. For  purposes  of  the  State  program, 
each  separate  site  or  location  is  considered  as  a 
separate  establishment.  In  addition,  when  sep- 
arate reports  are  received  for  more  than  one 
department  of  an  establishment  as  defined 
above,  each  department  is  counted  as  if  it  were 
a  separate  establishment. 

ESTABLISHMEXT  EXCLUSIONS 

(See  "exclusions") 
Exclusions 

Class-of -Worker  Exclusions 
The  estimates  of  employment  are  restricted  to 
wage  and  salaried  workers  in  each  industry  or 
group.  Proprietors,  firm  members,  and  self- 
employed  persons  are  excluded  unless  they  draw 
salaries  which  are  subject  to  social  security  or 
unemployment  taxes.  Unpaid  family  workers 
are  excluded. 

Persons  receiving  pensions  are  excluded  from 
employment  estimates. 

The  inmates  of  institutions,  although  they  may 
be  employed  and  perform  work  on  products  in- 
tended for  sale,  are  not  included  in  the  estunates. 


The  regular  employees  of  the  institutions,  en- 
gaged to  manage,  operate,  and  maintain  the 
establishment,  are  included. 

All  government  employees  are  included  in  tha 
estimates  for  public  employment  and  excluded 
from  estimates  for  other  industries. 

Establishment  Exclusions 
The  following  groups  are  excluded  from  the 
estimates  because  of  the  nature  of  the  establish- 
ment employing  the  workers: 

Farms.  All  agriculture  is  excluded,  whether 
the  persons  engaged  are  farm  operators,  impaid 
family  workers,  or  hired  laborers.  For  practi- 
cal reasons  "agriculture"  is  defined  for  the  pur- 
poses of  these  figures  as  it  is  defined  by  group 
01  of  the  SSA  Industrial  Classification  Code. 
Hence  workers  covered  by  UC  and/or  OASI 
but  classified  in  group  01  are  excluded  from  BLS 
estimates,  but  employees  of  farmers  covered  by 
social  security  but  classified  outside  of  group 
01  are  included.  For  example,  a  farmer  operat- 
ing a  filling  station  would  have  to  pay  tax  on 
his  filling  station  employees.  These  employees 
would  come  within  the  scope  of  the  estimates, 
even  though  the  principal  activity  of  their  em- 
ployer (agriculture)  places  him  in  an  industry 
not  generally  covered. 

Private  Homes.  Persons  employed  by  private 
homes  in  domestic  capacities,  such  as  maids, 
cooks,  butlers,  chauffeurs,  housemen,  and  other 
domestic  servants,  are  excluded.  If  a  private 
home  employs  workers  regularly  in  connection 
with  some  business  conducted  for  profit,  it  is 
considered  an  industrial  establishment  for  the 
purposes  of  these  estimates  and  is  covered  in 
the  estimates.  If  a  physician  conducts  his  busi- 
ness in  an  office  located  in  his  home  and  hires  a 
nurse  or  secretary  to  assist  him,  that  office  be- 
comes an  establishment,  within  the  scope  of  the 
estimates.  Laundresses  coming  into  private 
homes  to  do  work  are  considered  as  domestics, 
but  if  a  laundress  takes  the  work  out  to  do  it  at 
her  own  home  or  laundry,  her  employees  (if 
any)  are  covered  as  wage  and  salary  workers 
in  laundries.  The  laundress  herself  would  bo 
considered  as  self-employed  and  therefore 
excluded. 
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3.1-1     list  of  Definitions — Continued 

Geographic  Eadusions 

Th©  estimates  are  restricted  to  wage  and  salary 
workers  of  establishments  in  the  continental 
United  States.  In  the  estimates  for  any  State, 
persons  living  in  the  State  but  not  working 
therein  are  excluded  while  persons  living  out- 
side the  State  but  working  therein  are  included. 

OcoupationcH  Exclusions 
Among  wage  and  salaried  workers  some  are 
omitted  because  of  the  type  of  their  employ- 
ment: (1)  persons  in  the  armed  forces  of  th» 
United  States,  who  are  excluded  from  the  esti- 
mates of  government  employment,  and  (2) 
casual  workers  not  employed  in  the  course  of 
their  employers'  usual  business. 

Part-Time  Ewclusions 

The  estunates  include  both  full-time  and  part- 
time  workers.  However,  there  are  many  work- 
ers who  regularly  hold  two  or  more  jobs  at  the 
same  time.  If  the  principal  job  of  such  em- 
ployees could  be  easily  determined  and  taken 
into  account  when  compiling  data  from  estab- 
lishment pay  rolls,  it  would  be  possible  to  ex- 
clude the  factor  of  duplication  when  adding 
the  various  establisliment  estimates  to  yield  a 
total  employment  figure.  However,  it  is  only 
in  the  case  of  government  emplojrment  that  this 
factor  can  be  taken  into  account  at  the  present 
time.    (See  "Nominal  Employee") 

Field  (Machine  Tabulatino  Terminology) 

A  "field"  on  a  tabulating  machine  punch  card 
consists  of  a  column  or  groups  of  columns  allot- 
ted to  a  particular  type  of  information. 

Force-Account  Construction 

Force-account  construction  work  includes  new 
construction  and  major  additions,  alterations, 
and  repairs  to  buildings,  structures  and  other 
immobile  physical  improvements  done  by  estab- 
lishments acting  as  their  own  contractors,  that 
is,  firms  which  use  construction  workers  carried 
on  their  own  pay  rolls  to  perform  construction 
work  on  their  own  buildings,  structures,  and 
appurtenances  which  would  otherwise  be  done 
by  construction  contractors.  It  does  not  include 
minor  repair  and  maintenance  work  done  by 


regularly  employed  maintenance  crews  and 
charged  to  operating  expenses. 

FoHCi- Account  Construction  Workers 

Includes  employees  on  establishment's  pay  roll 
engaged  in  construction  of  major  additions  or 
alterations  to  the  plant  who  are  utilized  as  a  sep- 
arate work  force.  Does  not  include  workers 
engaged  in  regular  maintenance  and  repair 
operations. 

Gano-Punchino  (Machine  TABULATiNa  Ter- 
minoloot) 

(See  "Reproduction") 

Geographic  Classification 
"Geographic  classification"  refers  to  the  classi- 
fication of  employment  by  State  or  other  areas. 

Geographic  Exclusions 
(See  "Exclusions") 

Identical  Establishments 
The  method  used  most  frequently  by  BLS  in 
estimating  employment  changes  is  the  "identi- 
cal-establishment comparison."  By  this  method 
figures  are  totaled  for  each  of  two  consecutive 
months  for  all  establishments  which  reported  in 
the  two  consecutive  months.  Care  is  taken  that 
no  establishment  is  represented  in  the  totals  for 
one  month  but  not  for  the  other  month.  A 
report  of  "zero  employment"  is,  however,  a 
legitimate  report 

Index  Numbers 

Index  numbers  are  numbers  used  to  measure 
changes  in  groups  of  related  data.  When  each 
of  a  series  of  numbers  is  divided  by  one  of  the 
numbers  or  by  an  average  of  two  or  more  of 
the  numbers  (called  the  base),  the  resulting 
quotients  are  a  simple  form  of  index  numbers, 
called  relatives. 

Industrial  Classification 
Our  economic  structure  comprises  a  large  num- 
ber of  establishments  producing  a  great  variety 
of  goods  and  services.  In  order  that  this 
heterogeneous  field  of  economic  activity  may  be 
studied,  it  is  necessary  to  resolve  these  various 
activities  into  groups  or  categories.  This  break- 
down is  called  industrial  classification. 


3.1-1      List  of  Deflm'tions — Continued 

Existing  systems  of  industrial  classification 
consist  of  broad  divisions  of  industry,  with 
finer  subdivisions  to  permit  more  refined  classi- 
fication. The  BLS  uses  the  Standard  Indus- 
trial Classification  for  manufacturing  and  the 
Social  Security  Administration  classification 
for  nonmanufacturing. 

In  many  instances,  business  establishments  en- 
gage in  several  lines  of  activity,  within  a  broad 
industry  division  or  in  two  or  more  such  divi- 
sions. Such  are  classified  according  to  their 
primary  or  principal  activity  unless  a  depart- 
mental break  is  reported  (see  definition  of 
"Reporting  Unit"). 

"Primary"  engagement  or  activity  is  determined 
by  each  agency  in  accordance  with  some  accepted 
criterion.  The  1939  Census  of  Manufactures 
considered  that  product  which  had  the  largest 
gross  value  during  1939  as  determining  the  pri- 
mary activity  of  the  establishment.  The  BES 
determines  principal  activity  on  the  basis  of 
gross  value  of  product  unless  information  is 
available  on  the  man-months  expended  on  the 
several  products  throughout  the  year,  in  which 
case  man-months  is  controlling.  The  BOASI 
uses  gross  value  of  product.  The  BLS  schedule 
for  manufacturing  industries  for  1948  asks  that 
"principal  products"  be  listed  "in  order  of  im- 
portance of  annual  sales  value." 

Industrial  Classification  Codes 

The  numbering  system  used  to  designate  indus- 
trial classification. 

Industry 

An  "industry"  is  defined  generally  as  a  group 
of  establishments  which  are  primarily  engaged 
in  the  manufacture  or  distribution  or  sale  of  a 
given  product  or  in  rendering  a  given  type  of 
service.  More  specifically,  it  is  defined,  in  this 
project,  as  a  group  of  establishments  which  are 
so  engaged  at  a  particular  time. 

Installation  (Construction  Industry) 

"Installations"  mvolve  the  placing  of  equip- 
ment which,  once  put  in  place,  becomes  an  inte- 
gral part  of  the  completed  project. 


Labor  Force 

The  total  labor  force  is  a  term  used  to  designate 
all  members  of  the  population  who  are  em- 
ployed, full-  or  part-time,  together  with  those 
who  are  unemployed,  but  seeking  employment 
It  includes  both  self-employed,  wage  or  salary 
workers,  and  unpaid  family  workers,  farm 
operators,  hired  farm  workers,  plus  unemployed 
persons  seeking  work,  and  includes  members 
of  the  armed  forces.  The  civilian  labor  foree 
includes  all  the  foregoing,  except  members  of 
the  armed  forces.  Housewives,  students,  insti- 
tutional inmates,  retired  or  disabled  persons, 
and  persons  involuntarily  idle  are  not  included 
in  the  labor  force. 

Lapses  (Construction  Industry) 
Instances  in  which  building  permits  issued  are 
allowed  to  expire  without  starting  construction 
are  termed  "lapses".  The  term  "cancellations," 
although  more  restricted  in  meaning,  is  often 
used  interchangeably  with  "lapses." 

Link-Relatives 

In  a  series  of  data,  when  each  figure  is  expressed 
as  a  ratio  of  the  preceding  figure,  the  resulting 
ratios  are  termed  link-relatives.  The  link-rela- 
tive method  is  used  in  computing  BLS  esti- 
mates. Employment  in  sample  establishments 
in  a  given  month  is  expressed  as  the  ratio  of 
employment  in  identical  sample  establishments 
in  the  previous  month.  This  ratio  or  link-rela- 
tive is  applied  to  the  total  employment  estimate 
for  the  previous  month  to  obtain  the  current 
month  estimate. 

Listing  (Machine  Tabulating  Terminology) 
If  a  record  is  made  of  all  or  i^art  of  the  data  on 
every  card  passing  through  the  tabulator  ma- 
chine, the  resulting  machine  tape  is  called  a 
listing.  A  listing  may  also  carry  totals.  In 
the  latter  case,  the  machine  tape  is  called  a  list- 
ing tabulation.  If  the  machine  tape  carries 
totals  only,  it  is  called  a  tabulation. 

Listing   Tabulation    (Machine   Tabulatino 

Terminology) 
(See  "Listing") 

Master  Card  (Machine  Tabulating  Termi- 
nology) 

(See  "Reproduction") 
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KOMIlf  AL  EmFLOTEB 

With  respect  to  local  government,  State,  and 
Federal  eniplo3niient,  persons  who  do  not  receive 
substantial  amounts  of  compensation  or  who 
probably  have  other  major  jobs  in  which  they 
normally  would  appear  in  the  nonagricultural 
employment  series  are  considered  ^'Nominal 
Employees'*  by  BLS  and  are  excluded  from  the 
public  employment  estimates. 

NoNPEODUcnoN  Workers 
Employees  in  manufacturing,  mining  and 
other  selected  industries  who  are  in  the  follow- 
ing occupational  categories:  executive,  pur- 
chasing, accounting,  finance,  legal,  personnel, 
professional  and  technical  activities,  sales, 
sales-delivery,  advertising,  credit,  collection,  in- 
stallation and  servicing  of  own  products,  routine 
office  functions,  factory  supervision  (above 
working-foreman  level),  force-account  con- 
struction, and  other  workers  not  included  as 
production  workers.  (See  "Production  Work- 
ers".) Employment  figures  for  nonproduction 
workers  were  collected  by  BLS  for  the  first  time 
in  January  1943. 

NONSITFBRVISOET  EMPLOYEES 

(See  "Employees") 

OcxnjPATioNAL  Exclusions 
(See  "Exclusions") 

OFF-SriE  Employment  (Constructtion  In- 
dustry) 
Gtmstruction  employees  not  working  at  the  place 
of  construction,  lliere  are  three  types  of  oflf- 
site  employees  in  construction  establishments: 
central  office  employees,  shop  personnel,  and 
others  engaged  in  nonconstruction  activities 
such  as  wholesale  or  retail  trade. 

ON-SrrE    Employment    (Construction    In- 
dustry) 
Ck>nstruction  employees  working  at  the  place 
of  construction. 

Part-Time  Exclusions 
(See  "Exclusions") 

FfeEFUNCHSD    Card    (Machine    Tabulahno 

Tsrminolooy) 
(See  "Beproduction") 


Production  Workers 

The  BLS  schedules  for  manufacturing  and  cer- 
tain nonmanufacturing  industries  provide 
spaces  for  recording  employment,  pay  rolls,  and 
man-hours  of  "production  and  related  work- 
ers". Part  of  the  definition  given  in  the  manu- 
facturing schedule  is :  "Includes  working  fore- 
men and  all  nonsupervisory  workers  (including 
leadmen  and  trainees)  engaged  in  fabricating, 
processing,  assembling,  inspection,  receiving, 
storage,  handling,  packing,  warehousing,  ship- 
ping, maintenance,  repair,  janitorial,  watchman 
services,  product  development,  auxiliary  pro- 
duction for  plant's  own  use  (e.  g.,  power  plant), 
and  record-keeping,  and  other  services  closely 
associated  with  the  above  production  opera- 
tions." The  "production  worker"  concept  was 
adopted  by  BLS  in  January  1945.  Prior  to  this 
date  the  types  of  data  listed  were  collected  for 
*Vage  earners".    See  "Wage  Earner"  below. 

Recent-Product  Classification 
The  system  of  industrial  classification  under 
which  the  classification  of  an  establishment  is 
changed  as  soon  as  the  major  product  or  ac- 
tivity of  the  establishment  is  changed.  This 
system  is  also  termed  current-product  classifi- 
cation. 

Reciprocal    Cards     (Machine    Tabulatino 

Terminology) 
At  present,  there  are  practically  no  direct  di- 
vision tabulating  machines  in  use.  Division, 
however,  may  be  performed  indirectly  by  the  use 
of  reciprocal  cards  containing  the  reciprocal  of 
the  divisor.  These  reciprocals  are  multiplied 
by  the  dividend  to  secure  the  quotient  desired. 
If  considerable  division  is  contemplated,  a  file 
can  be  kept  of  reciprocal  cards,  showing  both 
the  divisor  and  its  reciprocal. 

Refilino  Project 

In  1942,  the  BOASI  undertook  a  project  (some- 
times referred  to  as  the  "refiling"  project)  de- 
signed to  review  the  classification  of  all  report- 
ing employers  and  to  make  the  necessary  re- 
visions. A  form  which  requested  detailed 
product  and  activity  information  for  1939 
and  1942  was  sent  to  each  employer.  This  form 
was  called  the  Employer  Information  Schedule^ 
FormOAA-100.    Each  employer  was  requested 
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to  furnish  for  each  of  his  establishments  a  list 
of  his  products  according  to  percentage  of  gross 
value,  if  he  were  engaged  in  manufacturing,  or 
a  statement  of  the  nature  of  his  business  if  he 
were  engaged  in  nonmanufacturing.  Later 
these  forms,  or  copies  of  them,  were  sent  to  each 
UC  agency  so  that  the  forms  could  be  used  to 
bring  up  to  date  the  industrial  classification  of 
establishments  in  the  UC  files.  Most  of  the 
States  had  accomplished  this  review  by  the 
middle  of  1944.  A  similar  refiling  project  for 
most  of  the  manufacturing  industries  was  com- 
pleted in  late  1946,  and  State  UC  agencies  were 
expected  to  incorporate  the  revisions  in  the 
tabulations  for  the  first  quarter  of  1947. 

REPORTiNa  Sample 

The  group  of  establishments  whose  reported 
data  on  employment  to  the  BLS  are  used  to  esti- 
mate changes  in  the  volume  of  total  employment 

Reporting  Unit 

A  reporting  unit  is  that  unit  which  submits 
employment  reports  to  a  governmental  agency. 
It  may  be  an  establishment,  a  group  of  estab- 
lishments, a  department,  agency,  division,  sys- 
tem, or  area.  Since  each  agency  has  its  own 
purposes  to  fulfill,  each  often  has  its  own  defini- 
tion of  a  reporting  unit  The  reporting  unit 
of  the  Bureau  of  Labor  Statistics  is  described 
below. 

The  BLS  Reporting  Unit.^Most  of  the  sched- 
ules received  by  BLS  from  employers  cover  a 
single  establishment  Many  reports  cover  more 
than  one  establishment,  and  in  such  cases  the 
actual  number  of  establishments  covered  in  the 
report  is  combined  in  the  tabulation.  In  some 
cases  separate  reports  are  obtained  from  one  or 
more  departments  of  an  establishment.  Where 
this  is  the  case,  each  such  department  is  counted 
exactly  as  if  it  were  a  distinct  establishment 
The  figure  appearing  on  a  BLS  tabulation 
which  is  referred  to  as  the  "number  of  estab- 
lishments", therefore,  consists  of  the  total  num- 
ber of  establishments  reported  on  individual 
and  consolidated  reports,  plus  the  number  of 
departments  reported  separately. 


Reproduction  (Machine  Tabulating  Termi- 
nology) 

The  term  "reproduction"  is  used  specifically  to 
refer  to  the  process  whereby  (1)  a  duplicate  set 
of  cards  is  prepared  from  an  original  set;  or 
(2)  the  codes  in  certain  fields  on  one  set  of  cards 
are  punched  into  designated  blank  fields  of 
another  set  This  process  is  performed  auto- 
matically by  a  machine  known  as  a  reproducer. 

The  term  is  also  used  in  a  general  sense  to  in- 
clude methods  of  punching  identical  sets  of 
codes  into  certain  fields  of  blocks  of  cards,  as 
follows : 

( 1 )  A  master  card  with  the  appropriate  codes 
punched  is  inserted  before  a  block  of  cards. 
The  codes  on  the  master  card  are  then  auto- 
matically punched  into  predetermined  fields  on 
each  card  of  the  block.  The  reproducer  is  used 
in  this  operation  which  is  specifically  referred 
to  as  gang  punching. 

(2)  An  operation  specifically  called  dupU- 
cation  involves  using  a  prepunched  master  card 
in  the  duplicator  of  a  key-punch  machine. 
Whenever  a  detail  card  reaches  the  fields 
covered  by  the  prepunched  card,  the  duplicator 
will  automatically  punch  the  data  into  the  detail 
card.  However,  the  duplicating  feature  is  not 
available  on  all  key-punch  machines. 

Sample  Design 

The  method  or  plan  that  is  developed  for  select- 
ing a  sample  for  the  purpose  of  estimating  cer- 
tain characteristics  of  a  larger  group  (called 
"Population"  or  "Universe"). 

Site  Employment 

(Same  as  "On-Site  Employment") 

Small-Firm  Mui/iiplisb 

The  small-firm  multiplier  or  a  factor  obtained 
by  interpolating  between  two  small-firm  multi- 
pliers is  applied  to  UC  employment  daU  (for 
States  whose  UC  law  does  not  cover  small  firms) 
in  order  to  estimate  total  employment  for  thai 
month. 

Sorting  (Machine  Tabulating  Termikoioqy) 
Sorting  is  the  machine  process  by  which 
punched  cards  are  placed  in  numerical  or  alpha- 
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betical  order.  In  this  process  the  cards  are  nm 
through  the  machine  once  for  each  column  on. 
•which  they  are  to  be  sorted  for  numerical 
punches  and  twice  in  each  column  for  alphabeti- 
cal punches. 

(See  "Employees") 

TaBUIiATIOK 

(See  "Listing") 
Taxable  Wages 

One  of  the  items  reported  in  quarterly  returns 
by  employers  subject  to  the  unemployment  comr 
pensation  laws  and  to  the  old-age  and  survivors 
tax  is  the  total  amount  of  wages  subject  to  tax 
for  the  3-month  period.  This  figure,  partic- 
ularly in  the  last  quarter  of  the  year,  is  often 
less  than  total  pay  roll  (which  is  also  reported 
on  the  UC  returns)  because  only  the  first  $3,000 
paid  to  a  worker  by  an  employer  during  a  calen- 
dar year  is  considered  taxable. 

$3,000  Provision 

The  provision  of  tJC  and  OASI  laws  which  de- 
clares all  wages  paid  to  an  employee  in  excess 
of  $3,000  per  employer  in  any  calendar  year  to 
be  nontaxable. 

Total  Wa«bb8 

A  term  used  by  UC  agencies  to  describe  the  en- 
tire amount  of  wages  paid  to  employees  as  dis- 
tinguished from  the  wages  subject  to  tax. 

Total  Eion^TMEKT 

Total  employment  in  an  establishment,  as  de- 
fined for  purposes  of  this  project,  includes  all 
paid  employees  engaged  in  the  regular  business 
of  the  establishment  in  which  they  are  em- 
ployed. Supervisory,  managerial,  technical, 
and  executive  personnel  are  thus  included.  Cas- 
ual  workers  (see  definition)  are  excluded.  The 
definition  of  total  employment  includes  both 
full-  and  part-time  workers.*  Force-account 
construction  workers  are  included.  Unpaid 
family  workers  and  proprietors  and  firm  mem- 

>For  exception  to  inclusloii  of  part-time  emplojreea,  mc 
"Nominal  Kmplo^M." 


bers  are  excluded.  Persons  in  the  armed  forces 
are  excluded;  persons  receiving  pensions  are 
also  excluded  from  total  employment,  as  de- 
fined for  this  project 

Trend 

The  term  "trend"  is  used  in  connection  with  em- 
ployment estimates  to  denote  the  month-to- 
month  movement  of  the  series  for  which  esti- 
mates are  required. 
Note-    The  term  "trend'*  as  used  in  this 
Mcmual  should  not  be  confused  with  the 
"trend"  or  "secular  trend"  that  is  commonly 
used  in  the  statistical  treatment  of  time  series 
to  denote  long-time  growth  or  decline  char- 
acteristics of  an  industry.    When  the  term 
"trend"  is  used  in  the  latter  sense  in  the  Man- 
ual, it  will  be  prefixed  by  some  distinguishing 
word  or  phrase. 

Turnover 

Accessions  to  and  separations  from  an  estab- 
lisliraent's  pay  roll  in  a  stated  period.  The  BLS 
prepares  monthly  data  on  rates  of  turnover  for 
accessions  and  for  separations  and  component 
personnel  actions.  The  monthly  rates  are  com- 
puted by  dividing  the  total  number  of  acces- 
sions (or  separations)  during  the  month  by  the 
total  number  on  the  pay  roll  as  of  the  15th  of 
the  month. 

Note.  Employment  as  reported  on  reports 
of  employment  and  pay  roll  to  BLS  includes 
turnover  in  the  period  covered.  In  this 
sense  the  number  of  employees  counted  ex- 
ceeds the  number  of  workers  employed  at  any 
time. 

Twenty- Week  Provision 
Under  the  size-of-firm  provision  in  several 
State  unemployment  compensation  laws,  the 
employer  is  liable  for  coverage  only  if  he  has 
employed  the  specified  number  of  workers  in  a 
specified  number  of  weeks — usually  20 — during 
the  calendar  year.  Employment  for  seasonal 
enterprises  is  thus  frequently  excluded  from 
coverage. 

Voluntary  Coverage 

In  most  States,  firms  employing  fewer  workers 

than  the  number  specified  by  State  unemploy* 
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ment  compensation  laws  for  obligatory  coverage 
may  elect  voluntarily  to  participate  in  the  un- 
employment compensation  program. 

Wage  Earner 

The  BLS  manufacturing  schedule  prior  to  1945 
defined  "wage  earners"  as  follows :  "All  skilled 
and  unskilled  piece-  and  time-workers  in  pro- 
duction and  other  departments  such  as  main- 
tenance, shipping,  warehousing,  power  plant, 
etc.;  working  foremen,  and  gang  and  straw 
bosses,  but  not  those  whose  work  is  primarily 
supervisory."  The  following  exclusions  are 
stated  on  the  schedule :  "office  and  clerical,  sales, 
executive,  managerial,  supervisory,  technical, 
and  professional  personnel  .  .  .  and  those  who 
are  installing  product,  or  who  are  engaged  in 
construction  if  such  work  involves  additions  to 
or  major  repairs  of  plant  or  equipment"  are  not 
covered  as  wage  earners.    Beginning  with  1945, 
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the  concept  of  wage  earner  was  replaced  with 
that  of  production  worker.  See  "Production 
Worker." 

Wage  Item 

Each  employer  subject  to  OASI  or  UC  taxes 
files  a  quarterly  tax  report  which  among  other 
items  gives  the  total  or  taxable  wages  paid  to 
each  individual  employee  during  the  quarter. 
Each  employee  separately  reported  on  the  tax 
report  is  called  a  wage  item. 

Weixjing 

The  process  of  adjusting  a  series  of  estimates 
for  a  period  prior  to  that  for  which  a  new 
benchmark  is  available,  so  that  the  estimate  for 
the  new  benchmark  month,  when  raised  (or 
lowered)  to  the  new  benchmark  level,  forms  a 
continuous  series  with  the  revised  estimates  for 
the  earlier  months.  Wedging  is  a  form  of 
interpolation. 
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Following  is  a  list  of  abbreviations  used  in 
the  Matiucd: 

AGC 
AMA 


Associated  General  Contractors. 
American  Medical  Association ;  Auto- 
mobile Manufacturers  Association. 

American  Telephone  and  Telegraph 
Company. 

Bureau  of  Employment  Security  of 
the  Social  Security  Administration. 
Federal  Security  Agency. 

Bureau  of  Foreign  and  Domestic 
Commerce  of  the  Department  of 
Commerce. 

Bureau  of  Labor  Statistics  of  the  De- 
partment of  Labor. 
BOASI  Bureau  of  Old- Age  and  Survivors  In- 
surance of  the  Social  Security 
Administration,  Federal  Security 
Agency. 

United   States   Civil   Service   Com- 
mission. 

Defense  Plant  Corporation, 
soreso— it — s 


AT&T 
BES 


BFDC 


BLS 


CSC 
DPC 


DSS 
EI 

FCC 
FDIC 

FHA 

FPC 

FRB 

FWD 

HOLC 

IBM 

ICC 
MLR 

MRLF 


RFC 
RRB 
SIC 


Division  of  Statistical  Standards  of 
the  Bureau  of  the  Budget 
Employer's  Identification  (number  in 

UC  or  BOASI  files). 
Federal  Communications  Commission. 
Federal   Deposit   Insurance  Corpont- 

tion. 
Federal  Housing  Authority. 
Federal  Power  Commission. 
Federal  Reserve  Board 
F.  W.  Dodge  Corporation. 
Home  Owners  Loan  Corporation. 
International  Business  Machines  Cor- 
poration. 
Interstate  Commerce  Conmiission. 
Monthly  Labor  Review  (published  by 

the  Bureau  of  Labor  Statistics). 
Monthly  Report  on  the  Labor  Force 

(published   by   the  Bureau  of   the 

Census). 

Reconstruction  Finance  Corporation. 

Railroad  Retirement  Board. 

Standard  Industrial  Classification 
(published  by  the  Division  of  Statis- 
tical Standards,  Bureau  of  the  Budg- 
et). ^ 
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SSA 
SWPC 

uc 


Social  Security  Administration  of  the 
Federal  Security  Agency  (replaces 
the  fonner  Social  Security  Board). 

Smaller  War  Plants  Corporation. 

Unemployment  Compensation;  fre- 
quently the  abbreviation  is  used  to 
refer  to  the  unemployment  compoi- 
Mtbn  agency  in  a  State. 


UI 


USES 

USMC 

USOE 

WMC 
WPB 


Unemployment  Insurance;  sometimes 
this  abbreviation  is  used  instead  of 
UC  in  referring  to  unemployment 
compensation  agencies. 

United  Stotes  Employment  Service. 

United  States  Maritime  Commission. 

United  States  OflBce  of  Education  of 
the  Federal  Security  Agency. 

War  Manpower  Commission. 

War  Production  Board. 
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Employment  Data  in  the  United  States 


4.1     BRIEF  HISTORY  OF  EMPLOYMENT  DATA 


4.1-1     Before  1915 


Prior  to  1916,  the  principal  sources  of  em- 
ployment data  in  the  United  States  were  the 
census  surveys— the  decennial  Census  of  Popu- 
lation and  the  biennial  Census  of  Manufactures. 
There  existed  no  regular  compilation  of  employ- 
ment data  between  the  census  dates. 

4.1-2     1915-1928 

(a)  In  1915,  the  Bureau  of  Labor  Statistics 
began  to  issue  employment  data.  At  first  the 
manufacturing  data  were  shown  as  merely  per- 
centage changes;  but  in  April  1924  and  March 
1925,  there  were  published  for  the  first  time  the 
employment  and  pay-roll  indexes,  respectively. 
These  first  series  were  based  upon  1923  as  100. 

(b)  "The  monthly  studies  of  employment 
and  pay  rolls  were  initiated  in  October  1915. 
At  that  time  four  manufacturing  industries 
were  surveyed.  By  November  1916,  the  monthly 
surveys  had  been  expanded  to  cover  establish- 
ments in  13  industries  and  this  number  remained 
unchanged  until  July  1922.  The  depression  of 
1920  focused  attention  on  the  need  for  more 
comprehensive  information  concerning  the  cur- 
rent employment  situation.  Through  addi- 
tional funds  made  available  to  the  Bureau  of 
Labor  Statistics  by  the  Congress  for  the  fiscal 
year  1922-23,  the  monthly  employment  sur- 
veys were  extended  to  cover  29  additional  man- 
ufacturing industries  in  July  1922."  *  By  1928, 
employment  and  pay-roll  indexes  were  being 
published  regularly  in  the  Bureau's  Monthly 
Labor  Review  for  54  manufacturing  industries 

^Procedurea  U»ed  tn  Oompilinff  Monthly  8tati$tic9  Relating 
to  Employment  and  Pay  Rolls  (mimeographed),  U.  S.  Depart- 
ment ot  Labor,  Bureau  of  Labor  Stotiatlcs,  May  1»46.  p.  1. 


in  12  industrial  groups.  There  was,  however, 
no  attempt  made  at  this  time  to  relate  the 
changes  shown  in  all  manufacturing  to  the  cen- 
sus base  (except  for  the  use  of  census  figures 
for  1923  and  1925  as  weights)  nor  were  the  in- 
dexes corrected  for  the  trends  indicated  by  the 
biennial  census  levels.  By  1928  percenUge 
changes  in  employment  and  pay  rolls  by  States 
and  industry  groups  were  being  published  also. 

4.1-3     1929-1935 

(a)  Several  important  developments  took 
place  during  this  6-year  period.  In  1931  an 
examination  of  the  Bureau  factory  employment 
indexes  and  the  more  complete  Census  of  Manu- 
factures summaries  over  the  period  1923-29 
showed  a  downward  bias  of  approximately  12 
percent  in  the  Bureau's  indexes.  If  factory 
employment  had  been  estimated  for  the  year 
1929  on  the  basis  of  the  Bureau's  unadjusted 
indexes,  using  the  1923  index  as  comparable  to 
census  factory  employment  in  that  year,  the 
Bureau's  estimate  would  have  been  below  the 
1929  census  levels  by  approximately  1,000,000 
workers.  Using  a  procedure  inaugurated  by 
the  Federal  Reserve  Board,  the  Bureau  of  Labor 
Statistics  revised  its  indexes  and  estimates  over 
the  period  1923-29  so  that  they  approximated 
the  census  levels  in  each  of  the  years  1923, 1925, 
1927,  and  1929.  The  results  of  this  revision 
were  published  by  the  Bureau  in  Bulletin  610. « 
In  1929,  the  Bureau  added  11  nonmanufactur- 
ing  industries  to  the  list  of  those  for  which  em- 
ployment and  pay  roll  indexes  were  regularly 

»  Bulletin  of  the  TJ.  S.  Bureau  of  Labor  StattstJcs,  Xo.  619, 
"Revised  Indexes  of  Factory  Employment  and  I'ay  Rolls.  1919  . 
to  1933,"  by  Lewis  E.  Talbert  and  Alice  Olenio,  WashJastoii, 
D.  C,  February  1936. 
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4.1-3     192^1935— ConHnu«d 

published.  These  were  based  upon  the  year 
1929  instead  of  upon  the  3-year  period  1923-25. 
(b)  In  January  1933,  the  sample  averages  of 
hours  and  earnings  were  published  for  the  first 
tuna  There  were  15  industries  covered  at  the 
start  and  this  number  rose  to  20  by  December 
1935.  By  this  time  the  employment  and  pay 
roll  indexes  were  published  for  90  manufactur- 
ing industries  in  15  industrial  groups. 

4.1^     1936-1945 

(a)  Beginning  in  1936  the  Bureau  compiled 
and  published,  in  mimeographed  form,  its  series 
on  total  nonagricultural  employment.  This 
was  the  first  attempt  of  the  BLS  at  measuring 
the  actual  numbers  of  persons  employed,  even 
for  manufacturing  as  a  whole.  In  September 
1940,  this  table,  showing  several  major  industry 
divisions,  was  reproduced  in  the  Monthly  Labor 
Review,  where  it  has  appeared  monthly  ever 
since.  The  over-all  level  of  the  nonagricul- 
tural series  in  the  base  period  (April  1930)  was 
determined  by  the  Census  of  Population  data 
on  employment  and  unemployment.  In  a  sub- 
sequent revision  of  these  series,  use  was  made  of 
an  important  rearrangement  of  these  data  by 
Mr.  W.  S.  Woytinsky.»  Beginning  in  1939-40, 
when  the  first  statistics  on  employment  from 
the  State  unemployment  compensation  pro- 
grams became  available,  these  data  became  the 
most  important  source  for  determining  base 
period  levels. 

(b)  The  data  used  for  benchmarks  before 
the  advent  of  social  security  and  unemploy- 
ment compensation  data  were  inadequate  in  the 
following  respects:  (1)  Where  they  were 
establishment  reports,  such  as  the  Census  of 
Manufactures  and  of  Business,  they  were  not 
comprehensive  enough  to  serve  as  benchmarks 
for  all  nonagricultural  employment;  (2) 
where  they  were  population  (that  is,  house- 
hold) reports,  they  were  comprehensive  enough 
but  suffered  from  poor  industrial  classification 
and    different   employment    definitions.    Th« 

•  W  8.  WoytioskT.  "The  Labor  Supply  in  the  United  Statw,** 
Commlttw  m  Soetol  SMurity.  Wartiln«ton,  D.  C,  Deccmlwr 
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extent  to  which  the  social  security  programs 
produced  adequate  statistical  benchmarks  will 
be  discussed  in  more  detail  later,  but  it  may  be 
said  that  both  of  the  above  serious  draw-backs 
of  census  figures  for  our  purposes  were  to  a 
great  extent  overcome.  Therefore,  the  BLS 
began  in  1940  to  rely  upon  the  unemployment 
compensation  data  to  check  the  levels  and 
trends  of  its  employment  estimates,  and  the 
nonagricultural  series  revisions  published  in 
that  year  were  based  upon  them.  At  this  time, 
also,  the  first  State  estimates  of  employment  in 
nonagricultural  establishments  were  published. 

(c)  During  the  period  1936  to  1940,  a  num~ 
her  of  different  employment  series  were  pub- 
lished in  the  United  States,  most  of  them  be- 
ing issued  in  conjunction  with  estimates  of 
unemployment.  Predominant  among  these 
were  the  series  released  by  the  American  Fed- 
eration of  Labor,  the  Committee  for  Industrial 
Organization,  the  National  Industrial  Confer- 
ence Board,  and  the  Alexander  Hamilton  Insti- 
tute. In  diese  series  the  employment  estimates 
were  invariably  used  with  projections  of  the 
1930  labor  force  to  secure  estimates  of  unem- 
ployment. There  were  such  wide  differences  in 
the  unemployment  residuals  that,  by  the  time 
WPA  began  direct  measurement  of  unemploy- 
ment around  1940,  residual  method  was  largely 
discredited  as  were  the  labor  force  estimates 
and  some  of  the  employment  estimates. 

(d)  The  history  of  employment  and  pay  roll 
data  during  the  war  period  is  largely  the  story 
of  the  work  of  five  agencies  in  this  field :  BLS, 
WPB,  WMC,  Census,  SSB  (now  SSA).  It 
was  a  period  in  which  the  problems  of  employ- 
ment measurement  were  crystallized.  Atten- 
tion was  f ocussed  upon  the  differences  between 
establishment  and  household  reporting,  and  the 
Bureau  entered  upon  a  continuous,  large-scale 
compilation  of  employment  estimates  in  the 
field. 

4.1-5     Present  Role  of  the  BLS 

The  present  role  of  the  Bureau  of  Labor 
Statistics  in  the  employment  Statistics  field  is 
described  in  sections  1  and  6  of  this  volume. 
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4.2     BLS  STATE  ESTIMATES  BEFORE  THE  1945  STATE  PROGRAM 


4.2-1     Indexes  and  Estimates  Before  1940 

(a)  By  1916,  when  the  BLS  first  began  pub- 
lication of  national  employment  data,  a  few 
States  were  already  publishing  employment 
data  monthly.    However,  more  comprehensive 
monthly  statistics  on  employment  by  State  be- 
came available  much  later.    By  1938,  the  BLS 
was  publishing  regularly  in  the  Monthly  Labor 
Review  a  table  of  employment  statistics  for 
States.    This  table  was  entitled:  "Percent  of 
Change  in  Employment  and  Pay  Rolls  in  Spe- 
cific States."  The  data  were  percentage  changes 
in  the  number  of  employees  and  in  the  amount 
of  weekly  pay  rolls  from  the  preceding  to  the 
current  month  for  certain  industry  groups. 
For  some  periods  the  sample  data  themselves 
were  published,  with  no  indication,  however,  of 
the  extent  of  sample  coverage.    Although  the 
coverage  differed  widely  as  between  manufac- 
turmg  and  utilities  on  the  one  hand  and  trade 
and  services  on  the  other,  there  was  published 
in  1936  and  later  years  an  "all  groups"  sum- 
mary, in  which  the  various  sample  data  were 
combined  without  weighting.    Similarly,  the 
data  for  manufacturing  published  in  the  same 
table  were  not  weighted,  with  a  consequent  un- 
der-representation  of  nondurable  goods.    It  is 
probable  that  these  figures,  despite  their  weak- 
nesses, served  a  real  need  for  geographic  break- 
downs of  employment  statistics  data  outside  of 
those  States  which  had  their  own  statistics.   In 
those  instances  where  a  State  agency  had  its 
own  series  of  employment  and  pay  roll  data, 
the  BLS  entered  into  cooperative  arrangements 
to  avoid  duplicate  contacts  with  employers  in 
those  States.    Since  some  of  these  States  had 
introduced  weighting  procedures  into  their  fig- 
ures, the  BLS  adopted  the  policy  of  publishing 
the  State  agency's  own  figures  in  the  State  table 
referred  to  earlier  in  this  paragraph. 

(b)  By  1936  it  had  become  apparent  that 
something  more  than  the  percentage  changes 
by  State  were  needed  to  round  out  the  economic 
picture  of  the  regions  and  States.  In  order  to 
provide  some  answer  to  the  questions  being 
raised  at  that  time  about  the  relative  rates  of 


"recovery"  among  the  States,  it  was  decided 
that  the  percentage  changes  by  industry  would 
be  combined  into  a  single  weighted  index  for 
each  State.  This  was  done,  the  new  index  be- 
ing based  upon  the  fiscal  year  1932-33,  which 
represented  in  many  States  the  "floor"  of  the 
depression  period.  This  index  was  not  pub- 
lished, but  was  used  extensively  to  answer  re- 
quests concerning  the  degree  of  recovery  which 
had  been  reached  in  any  State  and  for  compari- 
son with  other  economic  series.  The  weights 
used  in  this  index  were  derived  from  1933  Cen- 
sus of  Manufactures  data,  1932  Bureau  of  Mines 
data,  and  1933  Census  of  American  Business 
data. 

4.2-2     First  BLS  State  Estimate  Proiect,  1940 

The  material  referred  to  in  the  above  para- 
graph was  rendered  obsolete  by  the  advent  of  the 
unemployment  compensation  data  which  yielded 
more  comprehensive  benchmark  weights.    The 
grave  need  for  State  estimates  of  employment  in 
1938-39  resulted  in  the  creation  of  a  special 
Division  in  the  BLS,  charged  with  the  sole  re- 
sponsibility of  compiling  estimates  of  nonagri- 
cultural employment.    The  first  attempt  re- 
sulted in  estimates  for  23  States,  but  those  were 
withheld  from  publication  because  it  was  feared 
that  the  selection  of  the  States  would  have  ad- 
verse political  consequences.    In  1940,  however, 
nonagricultural  employment  estimates  for  48 
States  and  the  District  of  Columbia  were  pub- 
lished, each  State  series  being  the  sum  of  from 
20  to  60  individually  estimated  components. 
Unemployment  compensation  data  for  1938, 
census  data  for  1937,  and  other  sources  used  in 
the  national  series  provided  the  basic  materials, 
along  with  the  regular  BLS  sample  reports. 
These  estimates  were  revised  in  1942,  using  1939, 
1940,  and  preliminary  1941  UC  data  and  the 
data  from  the  1939  Census  of  Manufactures. 
They  were  published  regularly  until  May  1947. 
The  State  estimates  for  1939-41  resulting  from 
this  work  are  still  the  most  satisfactory  figures 
of  this  kind  in  existence;  estimates  for  later 
years  are  rapidly  being  replaced  by  the  more 
painstaking  work  now  being  done  in  the  Con- 
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trmct  State  mgencies.  Tlie  only  State  data  cur- 
rently prepared  in  Washington  are  monthly 
estimates  of  total  employment  in  manufactur- 
ing for  noncontract  Statea 

4J-3     Stahit  of  Eftimotes  in  1944 

(a)  In  IMS,  the  State  and  national  employ- 
ment estimates  were  given  a  fairly  thorough 
overhauling,  with  the  IMl  UC  data  being  used 
extensively  for  the  correction  of  trends  and 
levels.    Because  of  the  vast  differences  between 
the  BLS  levels  and  those  of  the  MRLF  series  of 
national  estimates,  in  the  trade  and  service  com- 
ponents, and  since  the  1943  revisions  would  have 
accentuated  these  differences,  the  BLS  withheld 
the  revisions  in  these  two  groups  pending  the 
emergence  of  corroborating  evidence  to  support 
the  revised  data.    The  trade  and  service  re- 
visions were  also  withheld  from  the  State  esti- 
mates for  the  sake  of  consistency.    Later,  re- 
visions were  made  at  the  national  level,  but 
facilities  were  then  not  available  to  revise  the 
State  estimates. 

(b)  In  1944,  the  BLS  national  figures  were 
receiving  considerable  criticism,  one  of  the  most 


severe  being  directed  at  the  detailed  industries 
within  manufacturing  2-digit  groups,  which  had 
not  been  adjusted  to  any  benchmark  since  1939 
because  there  had  been  no  Census  of  Manufac- 
tures. At  the  turn  of  the  year  this  situation 
was  highlighted  by  the  first  release  of  UC  3-digit 
data  on  a  national  basis,  the  figures  being  based 
upon  the  ES-203  reports  for  1942. 

(c)  Because  of  the  impact  of  the  war  effort 
on  particular  areas  and  tlie  consequences  upon 
those  areas  in  the  case  of  an  early  peace  there 
also  had  developed  a  great  interest  in  the  em- 
ployment figures  by  areas.    The  BLS  had  two 
series  in  publication ;  indexes  of  factory  employ- 
ment based  upon  reported  data  and  1939  cen- 
sus data,  largely  unweighted;  and  rough  esti- 
mates of  total  employment  based  to  a  very 
large  extent  upon  Census  of  Population  and 
WMC  figures.   The  Bureau  sought  approval  of 
a  State  and  area  program,  to  be  operated 
through  employment  analysts  in  the  various  re- 
gional offices,  and  actually  started  an  area 
pilot  project  in  the  Chicago  regional  office. 
However,  the  area  program  failed  of  accom- 
plishment   At  the  present  time  there  are  no 
complete  establishment  statistics  on  an  area 
basis. 


4J    BIS  STATE  PROGRAM  1945 


4J-.1     CMnpciriaon  WWi  IWO  ft9\^ 

So  far  as  the  sources  of  data  were  concerned 
and  the  general  methods  to  be  used  in  estimat- 
ing employment,  there  was  no  difference  be- 
tween the  1940  and  the  1945  State  project& 
The  differences  lay  in  the  following  aspects: 

(a)  LocATioH.  The  1940  project  was  oper- 
ated  entirely  in  Washington;  the  1945  project 
through  eight  regional  offices  and  several  Con- 
tract State  offices,  with  technical  guidance  com- 
ing from  Washington. 

(b)  OnJEcnvM.  Tlie  objective  of  the  1940 
project  was  to  secure  nonagricultural  employ- 
ment totals  and  (perhaps)  manufacturing  to- 
tals.   The  1945  project  sought  to  obtain  pub- 


lishable  estimates  for  all  major  industries,  at 
least  for  all  sizable  2-digit  groups  in  manufac- 
turing and  for  major  industry  divisions  among 
nonmanufacturing. 

(c)  PaoBLEMS.  In  the  1940  project  all  spe- 
cial problems  were  settled  in  a  more  or  less  ab- 
stract fashion,  proceeding  from  a  knowledge 
of  national  conditions.  In  the  1945  project, 
problems  were  reduced  to  a  firm-by-firm  level 
and  consultation  was  had  with  any  persons  in 
the  field  who  were  in  a  position  to  speak  defi- 
nitely on  the  subject.  In  this  way  no  summary 
total,  whether  of  universe  or  sample,  was  ac- 
cepted as  reported  without  questions;  but 
rather  it  was  a  basic  requirement  that  large  es- 
tablishments be  given  individual  attention. 
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4.4     BUREAU  OF  CENSUS  EMPLOYMENT  DATA 


4.4-1     Lobor  Force  Statistics 

(a)  Census  or  Population 

(1)  The  1940  Census  of  Population  is  a  sum- 
mary of  the  inhabitants  of  the  United  States, 
its  territories  and  possessions  by  geographical 
location  and  basic  characteristics.  A  house-to- 
house  enumeration  of  all  persons  was  made  at 
their  permanent  homes  or  lodging  places.  The 
count  of  employed  persons  covers  all  persons  at 
work  or  holding  a  job  during  the  week  of  March 
24-30, 1940  and  includes  self-employed  persons, 
unpaid  family  workers  and  all  wage  and  salary 
workers,  whereas  BLS  estimates  of  nonagricul- 
tural employment  are  confined  to  wage  and 
salary  workers  other  than  domestic  servants 
reported  by  employers  as  receiving  pay  during 
the  pay-roll  period  ending  nearest  the  15th  of 
the  month.  In  the  population  census,  each  per- 
son at  work  is  counted  only  once  and  included 
in  the  area  where  he  resides,  whereas  establish- 
ments report  employees  for  the  area  in  which 
the  plant  where  they  are  employed  is  located. 
The  latter  may  include  some  duplication  in  the 
count  of  workers  because  of  dual  job  holding 
or  labor  turnover  during  the  pay-roll  period. 
Establishment  reports  also  contain  data  regard- 
ing pay  rolls  and  activity  which  permit  more 
accurate  classifications  of  employment  in  the 
nonagricultural  industries  located  in  a  specific 
area  than  the  Census  of  Population.  Labor 
force  data  from  population  surveys  are  pref- 
erable for  analyses  of  the  inhabitants  of  an  area 
according  to  their  personal,  employment,  and 
occupational  characteristics.  They  may  com- 
mute to  another  area  where  the  plants  in  which 
they  are  employed  are  located. 

(2)  Volume  I  of  the  Census  of  Population 
presents  the  number  of  inhabitants  of  the 
United  States  as  of  April  1,  1940  for  States, 
counties,  cities,  other  urban  places  arranged  in 
groups  according  to  size,  metropolitan  districts, 
and  incorporated  districts  having  from  1,000  to 
2,500  inhabitants.  A  series  of  State  bulletins, 
"Population,  First  Series,  Number  of  Inhabi- 
tants" contains  summaries  of  the  population  by 
counties  and  minor  civil  divisions  (townships, 


districts,  precincts,  etc.),  with  separate  figures 
for  cities,  towns,  villages,  and  other  incorpo- 
rated places,  for  wards  of  incorporated  places 
of  5,000  or  more,  and  for  metropolitan  districts 
and  census  tracts.  Informal  population  counts 
for  some  unincorporated  places  are  available. 
Decennial  increases  and  population  densities 
since  1790  are  shown  for  the  continental  United 
States  and  for  those  individual  States  for  the 
periods  during  which  they  have  been  included 
within  the  national  legal  boundaries. 

(3)  For  the  purpose  of  the  1940  Census  of 
Population,  urban  areas  consist  of  the  follow- 
ing three  types : 

Cities  and  other  incorporated  places  having 
2,600  inhabitants  or  more. 

Towns  or  townships  in  New  Hampshire, 
Massachusetts,  and  Rhode  Island  in  which 
there  is  a  village  or  thickly  settled  area  with 
a  population  of  more  than  2,500  and  com- 
prising, either  by  itself  or  when  combined 
with  other  villages  within  the  same  town, 
more  than  50  percent  of  tlie  total  population 
of  the  town. 

Townships  and  other  political  subdivisions 
(not  incorporated  as  municipalities,  nor  con- 
taining any  areas  so  incorporated)  with  a 
population  of  10,000  or  more  and  a  popula- 
tion density  of  1,000  or  more  per  square  mile. 

(4)  The  T^ral  population  consists  of  two  seg- 
ments— rural-farm  and  rural-nonfarm. 

(5)  A  metropolitan  district  is  not  confined  to 
any  political  unit.  It  is  an  area  including  all 
thickly  settled  territory  in  and  around  a  city  or 
group  of  cities.  All  cities  with  a  population 
of  50,000  or  more  are  included  in  these  districts. 
In  general,  they  include  a  central  city  or  citiei 
and  all  adjacent  and  contiguous  minor  civil  di- 
visions or  incorporated  places  having  a  popula* 
tion  density  of  160  or  more  per  square  mile 
They  are  more  or  less  integrated  areas  with  com 
mon  economic,  social,  and  often  administrativf 
interests. 

(6)  A  census  tract  is  a  small  subdivision  of  a 
large  cit^  pr  its  adjacent  area  with  a  populatioi 
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4w4-1     Labor  Fore*  Statistics — Continued 

of  fairly  homogeneous  characteristics  estab- 
lished for  statistical  and  local  administrative 
purposes.  These  tracts  include  for  the  most 
part  approximately  equal  numbers  of  inhabi- 
tants or  equal  areas.  For  the  1940  Census  of 
Population,  there  were  10,461  census  tracts,  in 
or  adjacent  to  60  cities,  including  all  cities  with 
a  population  of  250,000  or  more  and  a  few  smal- 
ler ones. 

(7)  Volume  II  presents  the  characteristics  of 
the  population  of  each  State  by  counties  and 
townships  or  other  minor  civil  divisions  for  all 
incorporated  places  with  a  population  of  1,000 
or  more,  wards  of  cities  of  50,000  or  more,  and 
metropolitan  districts.  The  characteristics  in- 
clude urban,  rural-nonfarm  and  rural-farm 
residence,  sex,  age,  race,  nativity,  citizenship, 
country  of  birth,  school  attendance,  educational 
status,  employment  status,  class  of  work,  major 
occupation  group,  and  major  industry  group. 
Individual  State  bulletins  "Population,  Second 
Series,  Characteristics  of  the  Population"  are 
available. 

(8)  Industry  statistics  are  shown  only  for 
employed   workers,    14   years   old   and   over 
(except  on  public  emergency  work) ,  for  States, 
principal  metropolitan  districts,  counties,  and 
urban  places  with  10,000  inhabitants  or  more. 
The  industry  classification  system  approved  by  a 
Committee  on  Industrial  Classification  com- 
posed of  representatives  of  various  government 
agencies  consists  of  132  industry  titles  combined 
into  industry  groups.   Some  of  the  major  indus- 
try groups  are  more  inclusive  than  the  corre- 
sponding major  occupational  groups.    The  in- 
dustry classification  "Government   (not  else- 
where classified)"  includes  only  those  persons 
engaged  in  activities  that  are  peculiarly  govern- 
mental functions.    Government  employees  en- 
gaged in  activities  that  are  commonly  performed 
by  employees  in  private  industry  are  included  in 
the  industry  classification  in  which  their  activi- 
ties fall.  The  total  number  of  persons  employed 
1^  governmental  agencies  are  found  in  tables  2 
and  78  of  volume  III.   The  industry  group  "Do- 
mestic Service"  includes  in  addition  to  those  per- 
sons in  the  occupation  group  "domestic  service 


workers"  persons  employed  by  private  families 
as  practical  nurse,  chauffeur,  and  gardener.  The 
industry  group  "Agriculture"  is  more  inclusive 
than  the  two  major  occupational  groups  "farm- 
ers and  farm  managers"  and  "farm  laborers  and 
foremen."  All  persons  employed  on  farms, 
such  as  truck  and  tractor  drivers,  mechanics,  and 
repairmen,  and  bookkeepers ;  persons  employed 
in  cotton  ginning,  landscape  gardening,  green- 
houses, and  irrigation,  and  spraying  services  on 
farms  are  included. 

(9)  The  following  factors  limit  comparison 
of  the  1940  data  with  those  of  the  earlier 
censuses: 

Bevisions  of  occupational  and  industrial 
classification  systems. 

The  1940  Census  measures  employment  and 
unemployment  by  classifying  the  population 
according  to  activity  during  a  specified  week. 
The  gainful  worker  data  in  the  censuses  prior 
to  1940  were  based  upon  a  concept  of  occupa- 
tional status  without  regard  to  activity  at  any 
particular  time. 

( 10)  The  most  important  types  of  persons  for 
whom  the  1940  labor  force  classification  differs 
from  the  gainful  worker  classification  in  pre- 
vious censuses  are  as  follows: 


Tvpet  of  workers 

Seasonal  workers  neltber 
working  nor  seeking 
work  at  time  of  census. 

Persons  engaged  in  public 
emergency  work. 

New  workers  without  pre- 
vious work  experience 
seeking  work  during 
previous  week. 

Retired  and  disabled  per- 
sons unable  to  work  and 
no  longer  seeking  work. 

Inmates  of  penal  and 
mental  institutions  and 
homes  for  aged,  Infirm, 
and  needy,  regardless  of 
their  activity  daring 
census  week. 


Cen$u9 
mo    Prior  to  IHO 
Excluded    Included 


Excluded    Induded 
Included    Excluded 

Excluded    Included 


E^xcluded    Included 
if  they 
performed 
regular 


(11)  The  1940  labor  force  figures  are  re- 
stricted to  persons  14  years  old  and  over.  The 
gainful  workers  in  earlier  censuses  included 
persons  10  years  old  and  over. 


4.4-1     Labor  Force  Statistics — Continued 

( 12)  Volume  III  presents  the  basic  character- 
istics of  the  labor  force.  Employment  status, 
class  of  worker,  occupation,  industry,  wage  or 
salary  income  in  1939,  hours  worked  during  the 
week  of  March  24  to  30, 1940,  number  of  months 
worked  in  1939,  duration  of  unemployment,  and 
personal  characteristics  for  broad  regions,  for 
each  State,  and  for  each  city  of  250,000  or  more 
are  included.  State  bulletins  "Population, 
Third  Series,  The  Labor  Force"  contain  detailed 
industry  data  relating  to  employed  persons  (ex- 
cept on  public  emergency  work)  and  to  experi- 
enced workers  seeking  work  for  States,  cities 
with  a  population  of  100,000  or  more,  and  on 
some  of  the  subjects  for  urban  and  rural  areas 
of  States.  Data  for  employed  persons  and  for 
experienced  workers  are  often  shown  separately 
as  the  occupation  and  industry  questions  for 
employed  persons  referred  to  the  current  job  in 
the  census  week,  whereas  those  for  experienced 
workers  seeking  work  referred  to  the  last  job  of 
1  month  or  more.  Workers  are  divided  into 
three  classes : 

Wage  or  salary  workers  consisting  of  all 
persons  who,  in  their  current  or  last  job 
worked  for  wages  or  salaries  (in  cash  or  kind, 
such  as  tips  and  lodging),  including  em- 
ployees working  for  commissions,  salaried 
business  managers,  corporation  executives  and 
government  officials.  This  group  is  subdi- 
vided into  private  wage  or  salary  workers  and 
government  workers. 

Employers  and  own  account  workers  op- 
erating their  own  business  enterprises  in  their 
current  or  latest  work,  such  as  owner-opera- 
tors of  large  stores  and  manufacturing  estab- 
lishments, small  merchants,  independent 
craftsmen,  farmers,  professional  men,  and 
peddlers. 

Unpaid  family  workers  assisting  without 
pay  on  farms  or  in  stores  or  other  enterprises 
operated  by  other  members  of  their  families. 
(13)  The  following  factors  restrict  the  com- 
parison of  these  data  with  those  obtained  from 
reports  of  employers: 

In  a  house-to-house  enumeration,  the  house- 
wife is  requested  to  supply  the  information 


for  each  member  of  the  household.  She  is 
not  always  familiar  with  the  occupational 
and  industry  characteristics  of  the  job  of  each 
member  of  the  household. 

The  enumerators  often  lacked  the  technical 
knowledge  needed  to  distinguish  between 
closely  related  occupations  and  industries  and 
to  select  infoi-mation  most  essential  for  ac- 
curate classification. 

Although  the  enumerators  were  instructed 
to  show  the  major  industrial  activity  of  an 
establishment  where  a  person  is  employed,  it 
was  not  always  possible  to  obtain  this  infor- 
mation from  the  housewife  and  many  persons 
employed  in  a  department  or  unit  incidental 
to  the  main  work  of  an  establishment  were 
classified  according  to  the  subsidiary  activity. 
Such  relationships  are  more  easily  identifietd 
from  establishment  reports. 

Persons  having  two  or  more  jobs  during 
the  reporting  week  were  classified  according 
to  the  industry  and  occupation  in  which  they 
worked  the  greater  number  of  hours  during 
this  period.  These  persons  were  counted 
twice  in  the  establishment  reports. 

(14)  All  persons  14  years  of  age  and  over 
(except  inmates  of  specified  institutions)  were 
requested  to  report  the  amount  of  money  wages 
or  salary  up  to  and  including  $5,000  received 
during  1939,  and  whether  they  had  received 
$50  or  more  from  other  than  money  wages  or 
salaries  during  that  period.  Wage  or  salary 
income  in  the  1940  census  is  defined  as  compen- 
sation for  work  or  services  performed  as  em- 
ployees, including  commissions,  tips,  piece- 
rate  payments,  bonuses,  etc.  Receipts  from 
business  profits,  fees,  travel  reimbursements, 
sale  of  crops,  unemployment  compensation, 
compensation  in  forms  other  than  money,  such 
as  meals,  lodging,  clothing,  fuel,  etc.,  are  not 
included.  The  difference  in  the  timing  of  the 
wage  and  salary  income  questions  (referring  to 
the  calendar  year  1939) ,  and  the  employment 
status  questions  (referring  to  the  week  March 
24-30,  1940)  may  result  in  some  distortion  of 
income  distributions  by  occupation  in  an  ai-ea 
where  substantial  shifts  occurred  in  particular 
occupations.    There  are  also  two  important 
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factors  which  may  have  caused  inaccuracies  in 
reporting  incomes: 

Inaccurate  amounts  reported  by  persons 
receiving  compensation  in  many  separate  in- 
stallments or  irregular  amounts. 

Housewives  or  other  informants  making 
the  reports  may  not  have  known  the  precise 
amount  of  income  received  by  each  member 
of  the  household. 

(15)  The  question  on  hours  of  work  relates 
to  the  week  of  March  24-30  1940,  in  private  or 
nonemergency  Government  work.  Additional 
information  regarding  the  personal  and  indus- 
trial characteristics  of  the  labor  force  in  each 
industry  is  found  in  the  "Labor  Force  (Sample 
Statistics)"  series.  The  following  bulletins  of 
this  series  contain  additional  information  re- 
garding the  industrial  characteristics  of  the 
labor  force: 

Occupational  Characteristics.  Occupa- 
tional structure  of  industries  with  a  detailed 
occupation  classification  of  employed  workers 
in  each  industry  for  the  United  States. 

Industrial  Characteristics.  Industrial  char- 
acteristics of  the  labor  force,  by  citizenship 
status  and  other  characteristics  for  the  United 
States  and  by  regions. 

Usual  Occupation  as  contrasted  with  cur- 
rent occupation  of  March  24-30,  1940,  by 
regions,  States,  and  large  cities. 

Wage  or  Salary  Income  in  19S9  for  wage 
or  salary  workers  by  months  worked  in  1939, 
industry,  age,  and  other  characteristics  for 
the  United  States,  geographic  division,  States, 
and  large  cities.  ^    , 

Employment  and  Family  Charactensttcs  of 
Women  for  the  United  States,  regions,  and 
metropolitan  districts  of  100,000  or  more. 
These  reports  are  derived  from  samples  of  the 
returns  of  the  1940  Census  of  Population.    Two 
lines  were  provided  at  the  bottom  of  each  popu- 
lation schedule  for  obtaining  certain  supple- 
mental information  regarding  the  two  persons 
whose  names  fell  on  two  designated  lines.   Five 
types  of  schedules  were  used  with  different  pairs 
of  lines  designated  for  the  supplementary  ques- 
tions.   The  additional  industrial  data  obtained 
indicate  whether  the  person  has  a  Federal  Social 
Security  number,  on  what  part  of  his  1939  wages 


or  salary  OASI  or  Railroad  Retirement  Tax 
deductions  were  made,  his  usual  occupatiwi, 
usual  industry,  and  usual  class  of  worker.  The 
usual  occupation  referred  to  the  one  at  which  he 
worked  longest  and  at  least  for  a  period  of  1 
month  during  the  past  10  years  and  at  which  he 
is  still  physically  able  to  work. 

(16)  Volume  IV  and  the  fourth  series  of 
population  bulletins  for  the  States  present  em- 
ployment status  of  persons  14  years  old  and  over 
during  Uie  period  March  24^0, 1940  by  more  de- 
tailed age  classes,  and  a  classification  of  em- 
ployed workers  14  to  24  years  old  by  school  at- 
fendance  for  States  and  cities  of  100,000  or 
more. 

(b)  Monthly  Report  on  the  Labob  Force 
(1)  During  the  period  1937-39  the  Works 
Progress  Administration  made  surveys  of  sev- 
eral local  labor  markets  and  from  them  de- 
veloped a  schedule  for  a  series  of  field  surveys 
which  were  begun  several  months  prior  to 
March  1940— the  first  date  for  which  monthly 
reports  of  unemployment  were  published.    The 
results  of  these  experiments  and  other  studies 
made  of  unemployment  during  the  1930's  were 
helpful  to  the  Bureau  of  the  Census  in  de- 
termining the  type  of  labor  force  data  to  be  col- 
lected for  the  1940  Census  of  Population.     1  he 
monthly  reports  of  the  Labor  Force  represented 
largely  a  continuation  of  the  old  WPA  series. 
The  labor  force  is  defined  as  consisting  of  two 
classes  of  people:  (1)  the  employed  and  (2)  tiie 
unemployed.    These    classifications    are    de- 
termined by  the  activity  of  an  individual  dunng 
the  census  week,  which  for  the  Monthly  Report 
on  Labor  Force  is  the  calendar  week  which  con- 
tains the  8th  day  of  the  month. 

(2)  The  Monthly  Report  of  the  Labor  Force 
presents  current  basic  labor  force,  employment 
and  unemployment  statistics  of  the  civilian 
noninstitutional  population  of  the  United 
States  It  is  based  upon  a  monthly  sample  of  b» 
areas  comprising  123  counties  located  in  43 
States.  A  typical  sample  area  consists  of  at 
least  one  county  and  includes  both  urban  and 
rural  residents  of  high  and  low  economic  level 
with  a  broad  representation  of  occupations  and 
industries  in  the  stratum  which  it  represents. 
There  are  25,000  households  in  the  sample. 


4.4-1     Labor  Force  Statistics — Continued 

Each  sample  household  is  interviewed  for  6  or 
7  successive  months  and  then  replaced  by  an- 
other to  avoid  making  the  interviews  burden- 
some to  the  household  through  too  long  a  period. 
Concept  of  measurement  and  classification  of 
the  labor  force  and  interviewing  procedures 
were  the  same  as  those  used  in  the  1940  Census 
of  Population  up  to  July  1945.  The  replace- 
ment of  sample  households  is  staggered  over  a 
period  of  several  months.  Information  is  ob- 
tained regarding  the  personal  characteristics  of 
all  persons  in  the  household  and  the  employment 
status  of  all  persons  14  years  of  age  and  over. 
Supplementary  questions  are  asked  on  occasion 
regarding  the  labor  markets  status  at  an  earlier 
date,  persons  attending  school  and  holding  jobs, 
persons  holding  two  or  more  jobs,  etc.  The 
sample  was  selected  for  the  purpose  of  deriving 
national  estimates. 

(3)  In  July  1945,  a  new  schedule  and  a  new 
interview  procedure  were  introduced  to  obtain 
an  improved  estimate  of  all  persons  in  the  labor 
force.  These  persons  who  had  formerly  de- 
scribed themselves  as  students,  housewives,  re- 
tired persons,  etc.,  were  now  also  classified  ac- 
cording to  whether  in  addition  to  their  major 
activity  they  did  any  work,  had  a  job,  or  looked 
for  work  during  the  census  week. 

(4)  Limitations  for  comparing  MRLF  re- 
ports with  BLS  estimates  of  employment  are 
similar  to  those  for  comparing  the  1940  Census 
of  Population  with  BLS  estimates.  Persons 
holding  more  than  one  job  during  the  survey 
week  are  counted  only  once  in  the  MRLF  series, 
but  in  the  establishment  series  they  are  counted 
in  each  job  they  held  during  the  pay  roll  period 
re[)orted.  Thus,  both  labor  turnover  and  dual 
job-holding  affect  the  level  of  the  establisliment 
series.  Furthermore,  the  MRLF  includes  per- 
sons having  a  job  but  not  at  work,  while  the  BLS 
series  includes  such  persons  only  if  they  are 
receiving  pay  while  not  at  work.  The  pub- 
lished MRLF  estimates  of  "total  nonagricul- 
tural  employment"  differ  from  the  BLS  pub- 
lished series  for  "employees  in  nonagricultural 
establishments"  also  in  that  the  former  includes 
domestic  servants,  self-employed,  proprietors, 
and  unpaid  family  workers. 


(5)  In  addition  to  those  conceptual  differ- 
ences, there  are  differences  which  arise  because 
of  the  differences  in  approach,  and  these  are 
impossible  to  reconcile  in  terms  of  presently 
available  information.  The  MRLF  series  is 
not  now  available  for  States,  so  no  problem  of 
reconciliation  with  establishment  estimates  at 
the  State  level  now  exists. 

(6)  The  Bureau  of  the  Census  has,  however, 
conducted  sample  population  surveys  of  a  num- 
ber of  large  cities  and  metropolitan  districts 
covering  a  "survey  week"  falling  somewhere 
during  the  period  October  1946-April  1947. 
These  reports  refer  to  the  employment  status  of 
the  inhabitants  of  an  area,  which  introduces  one 
additional  factor  of  major  importance  in 
making  comparisons  with  employment  esti- 
mates derived  from  establishment  reports. 

4.4-2     Establishment      Statistics — Census      of 
Manufactures 

(a)  General.  The  1939  Census  of  Manu- 
factures is  a  valuable  source  for  benchmark 
data.  It  is  a  part  of  the  16th  Decennial  Cen- 
sus and  covers  the  48  States  and  the  District  of 
Columbia.  It  represents  a  year's  operation  for 
all  establishments  except  those  wliich  began  or 
discontinued  business  within  the  reporting  pe- 
riod. In  general,  the  reporting  period  refers 
to  the  calendar  year  1939.  In  some  cases,  how- 
ever, the  reporting  period  refers  to  a  fiscal  year 
which  differs  from  the  calendar  year.  Manu- 
facturing establishments  with  products  valued 
at  $2,000  or  more  in  Alaska,  Hawaii,  and 
Puerto  Rico  were  also  canvassed  with  simpli- 
fied questionnaires.  However,  the  Bureau  of 
Labor  Statistics  is  primarily  concerned  with 
statistical  data  relating  to  employment  in  the 
continental  United  States. 

(b)  Methods  and  Coverage 

(1)  Canvass.  The  questionnaires  for  the 
1939  census  were  distributed  and  the  returns 
collected  by  field  enumerators  who  were  sworn 
employees  of  the  Bureau.  Other  Federal  agen- 
cies, such  as  Forest  Service  and  Agricultural 
Marketing  Service  of  the  Department  of  Agri- 
culture, cooperated  with  the  Bureau  in  collect- 
ing and  editing  the  schedules.  In  a  few  in- 
stances the  canvass  was  conducted  by  a  State 
agency,  as  in  Massachusetts. 
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(2)  Coverage.  In  comparison  with  previous 
CMisuses,  the  1939  inquiries  regarding  person- 
nel were  expanded  to  include  a  break-down  by 
sex  and  separate  data  for  the  employees  of 
manufacturing  industries  who  are  engaged  in 
distribution,  construction,  and  other  activities. 

(3)  ConfdefUial  Data.  Inasmuch  as  the  Bu- 
reau of  the  Census  is  prohibited  by  law  from 
disclosing  data  for  individual  establishments, 
separate  figures  for  an  industry  or  State  repre- 
sented by  fewer  than  three  establishments  are 
not  published.  Separate  figures,  except  those 
for  personnel,  are  also  not  published  if  one  or 
more  establishments  produce  a  large  propor- 
tion of  the  combined  output  of  three  or  more 
in  a  particular  industry  or  State.  In  these 
cases,  the  figures  are  included  in  "Other  Indus- 
tries" or  **Other  States". 

(4)  Contents.  Volume  I  of  the  1939  Census 
of  Manufactures  is  a  general  report  of  statisti- 
cal data  on  special  subjects  such  as  employ- 
ment, size  of  establishments,  type  of  organiza- 
tion, inventories  and  expenditures  for  plant 
and  equipment    Volume  II  contains  detailed 


reports  for  the  446  industries  covered  by  the 
census.  Volume  III  consists  of  detailed  reports 
for  the  48  SUtes,  District  of  Columbia,  Alaska, 
Hawaii,  and  Puerto  Rico  by  industrial  areas, 
counties,  and  cities  with  population  of  10,000 
or  more.  Complete  and  detailed  statistics  for 
individual  industries  for  States  are  available 
in  pamphlet  form. 

(5)  Definitions.    The  term  industrial  area 
comprises  a  county  in  which  an  important  manu- 
facturing city  is  located  and  any  adjoining 
county  or  counties  important  to  the  manufac- 
turing industry.    There  are  33  of  these  areas, 
each  of  which  had  at  least  40,000  factory  wage 
earners  in  1929.    The  metropolitan  district,  bb 
established  for  population-census  purposes,  in- 
cludes in  addition  to  the  central  city  or  cities 
all  adjacent  and  contiguous  minor  civil  divisions 
having  a  density  of  at  least  150  inhabitants  per 
square  mile.    Each  industrial  area  comprises 
one  or  more  counties.    The  metropolitan  dis- 
trict may  or  may  not  include  the  entire  county 
or  counties. 

(6)  iicope.  Changes  which  have  been  made 
in  the  scope  of  the  Census  of  Manufactures  be- 
tween 1929  and  1939  are  listed  below. 


Changes  in  the  scape  of  the  Ceiwut  of  Mmufaotwres  between  1929  and  19S9 


J9t9  Census 

1.  "Car  and  general  construction  and  repairs, 

dectric-railroad  repair  shops." 

2.  "Car  and  general  construction  and  repairs, 

fteam-railroad  repair  shops." 

JL  "Coffee  and  spice,  roasting  and  grinding." 

4.  "Peanuts,  walnuts,  and  other  nuts,  processed 

or  shelled.** 

5.  "Flax  and  hemp,  dressed.** 

6.  "Gas  manufactured,  illuminating  and  heat- 

ing." 


7.  "Motion  pictures,  not  including  projection  in 
theaters.** 


19$9  Census 

1  and  2.  Omitted  after  1935.  Number  and 
value  of  new  cars  and  of  locomotives  built 
in  railroad  repair  shops  are  included  in  the 
production  figures  for  "Electric  and  steam 
railroad  cars"  and  for  "Locomotives  built", 
respectively. 

3.  Data  not  collected  after  1931. 

4.  Data  not  collected  after  1981. 

IS.  Abandoned  as  a  manufacturing  industry 
after  1929  census. 

6.  Not  covered  after  1935  as  it  was  not  practic- 

able to  obtain  figures  which  did  not  in- 
clude data  for  the  distribution  and  mixing 
of  gas. 

7.  Canvassed  separately  since  1929  but  the  data 

have  not  been  included  in  the  totals  for 
manufacturing  industries. 


4.4-2     Establishment      Statistics — Census      of 
Manufactures — Continued 

(7)  Establishments  Covered.  Data  were  not 
requested  from  establishments  manufacturing 
during  the  census  year  products  valued  at  less 
than  $5,000.  Some  of  the  other  types  of  estab- 
lishments not  included  in  the  1939  census  are  as 
follows : 

Those  engaged  principally  in  services  for 
individual  customers,  such  as  repair  shops; 
custom  tailor  shops  manufacturing  products 
valued  at  less  than  $100,000  within  the  census 
year;  dressmaking  and  millinery  shops,  ex- 
cept large  establishments  manufacturing  to 
fiU  special  orders ;  small  grain  mills  engaged 
exclusively  in  custom  grinding. 

Those  engaged  in  construction  industries. 

Those  engaged  in  so-called  neighborhood 
industries  and  hand  trades  using  little  or  no 
power  machinery,  such  as  carpentry,  black- 
smithing,  harnessmaking,  tinsmithing,  etc 

Cotton  gins. 

Wholesale  and  retail  stores  incidentally 
manufacturing  on  a  small  scale. 

Electric  light  and  power  plants  used  as 
public  utilities. 

Educational,  eleemosynary,  and  penal  in- 
stitutions engaged  in  manufacturing.  (Data 
for  the  manufacture  of  binder  twine  in  penal 
institutions  and  of  brooms  in  institutions  for 
the  blind  were  collected,  but  tabulated  sepa- 
rately from  private  establishments  making 
the  same  products.) 

Government  establishments,  such  as  navy 
yards,  arsenals,  etc 

(c)  Industry  Classification' 

(1)  1939  Census  as  Source  of  Classification 
Information.  The  1939  census  was  the  basic 
source  of  classification  information  for  com- 
piling the  BLS  State  estimates  for  the  period 
1939-46.  The  census  classification  card  file  was 
available  for  checking  purposes.  Confidential 
data  shown  in  other  census  records  were  also 
made  accessible  to  a  representative  designated 
by  the  Bureau  of  Labor  Statistics. 

(2)  Census  of  Manufactures  Classification 
System^    The  Census  of  Manufactures  classifi- 


cation of  industries  was  developed  by  the  Census 
Division  of  Manufactures  in  collaboration  with 
the  Committee  on  Standard  Industrial  Classifi- 
cation established  by  the  Division  of  Statistical 
Standards  of  the  Bureau  of  the  Budget  (for- 
merly the  Central  Statistical  Board).  It  is 
comparable  with  the  Standard  Industrial  Classi- 
fication on  a  3-digit  or  "industry  group"  basis. 
However,  in  some  cases  it  subdivides  the  stand- 
ard classification  industries,  and  sometimes  it 
combines  the  standard  industries. 

(3)  Classification  of  Establishments.  The 
term  "establishment"  in  the  1939  census  gener- 
ally refers  to  a  single  plant  or  factory.*  In  a 
few  cases,  separate  returns  were  obtained  for 
different  lines  of  activity  carried  on  in  the  same 
plant.  These  activities  were  assigned  to  dif- 
ferent industry  classifications — resulting  in  a 
single  plant  being  counted  as  two  or  more  estab- 
lishments. The  industry  classification  for  an 
individual  establishment  is  determined  by  its 
product  or  group  of  products  of  chief  value.* 
This  may  have  resulted  in  overrating  the  im- 
portance of  certain  industries  and  underrating 
the  importance  of  others  inasmuch  as  the  pri- 
mary products  of  an  industry  may  be  made  in 
considerable  quantities  as  secondary  products  in 
other  industries.  Data  for  personnel,  wages, 
cost  of  materials,  etc.,  for  the  total  output  of  an 
establishment  are  included  in  the  industry  to 
which  its  primary  product  belongs.  For  in- 
stance, if  wooden  or  part  wooden  cigar  boxes 
constitute  75  percent  of  the  output  of  an  estab- 
lishment and  other  wooden  boxes  25  percent,  all 
of  the  personnel,  wages,  cost  of  materials,  etc, 
are  allocated  to  Industry  653,  "Cigar  boxes: 
wooden,  part  wooden."  However  the  value  of 
the  secondary  products  not  normally  belonging 
to  an  industry  offsets  to  some  extent  the  value  of 

« In  censusea  prior  to  that  for  1937  one  return  was  oanallT 
counted  as  representing  one  egtablishment,  although  it  might 
cover  two  or  more  plants  operated  under  the  same  manage- 
ment and  located  in  the  same  city,  or  in  the  same  county  but 
in  different  municipalities  or  unincorporated  places  having 
fewer  than  10,000  inhabitants.  For  1937  and  1939,  the  num- 
ber of  establishments  represented  by  a  return  was  determined 
by  the  respondent's  answer  to  the  question  "How  many  plants 
does  this  report  cover?" — 16th  Census  of  the  United  State*, 
1940:  Manufactures  1939,  voL  I,  General  Explanationa, 
chapter  1,  sec.  5. 

•The  value  of  products  refers  to  the  selling  value,  at  the 
factory  or  plant,  of  all  commodities  produced  during  the  census 
year.  AU  or  only  a  part  of  this  value  may  have  been  ereatsd 
within  the  industry. 
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commodities  normally  belonging  to  it  but  made 
as  secondary  products  by  establishments  en- 
gaged primarily  in  other  lines  of  manufacture. 
The  Talue  of  secondary  products  made  in  an 
industry  is  published  in  Volume  II.  In  a  few 
industries,  such  as  wholesale  meat  packing, 
blast  furnaces  and  newspaper  printing,  estab- 
lishments are  classified  in  the  particular  in- 
dustry if  they  are  engaged  in  any  degree  in  the 
processes  classified  in  that  industry." 

(d)  BLS  Use  OF  Census  Employment  Data. 
The  BLS  1939  national  estimates  for  produc- 
tion workers,  in  all  manufacturing  and  the  ma- 
jor industry  groups,  were  prepared  by  dividing 
an  origmal  set  of  estimates  adjusted  to  the  1939 
Census  of  Manufactures  by  the  ratio  of  the 
January  1940  estimates  belonging  to  this  orig- 
inal set  to  January  1940  estimates  adjusted  to 
a  UC  benchmark  level  for  the  first  half  of  1940. 
The  UC  benchmarks  were  reduced  to  produc- 
tion worker  equivalents  by  the  use  of  ratios  of 
wage  earners  to  all  employees  derived  from  the 
1989  Census  of  Manufactures  data  for  the  cor- 
responding groups.    Most  of  the  production 
worker  estimates  for  1939  for  individual  indus- 
tries have  also  been  adjusted  in  a  similar 
manner. 

(e)  SizE-OF-EsTABUSHMENT  Data.  The  sta- 
tistical data  in  chapter  4,  volume  1  of  the  Cen- 
sus of  Manufactures  classify  establishments  ac- 
cording to  the  average  number  of  wage  earn- 
ers employed  and  also  according  to  the  gross 
value  of  products.  These  data  are  useful  pri- 
marily for  determining  the  approximate  ratio 
existing  between  the  numbers  of  wage  earners 
employed  in  small  and  large  establishments  by 
2-,  3-,  or  4-digit  industry  on  a  national  basis, 


or  the  approximate  ratio  between  the  numbers 
of  wage  earner's  employed  in  all  small  and  large 
manufacturing  industries  combined  in  a  geo- 
graphic division,  State,  or  industrial  area. 

(f )  Salaries  and  Wages 
(1)  The  1939  census  pay  roll  data  for  wage 
earners  were  used  by  BLS  as  benchmark  data. 
The  basic  weekly  pay  roll  was  computed  by  di- 
viding the  annual  totals  by  52.  When  the  1939 
wage  earner  employment  series  was  adjusted 
to  the  level  of  1940  UC  data  as  described  in  (d) 
above,  the  pay  roll  benchmarks  were  adjusted 
by  the  same  proportion  as  the  change  in 
the  corresponding  wage  earner  employment 
figures. 

(2)  Monthly  pay  roll  data  for  production 
and  related  employees  ("wage  earners"  up  to 
1945)  are  requested  on  BLS  790.    The  data  in- 
clude pay  rolls  before  deductions  are  made  for 
old-age  and  unemployment  insurance,  group 
insurance,  withholding  tax,  bonds,  and  union 
dues;  pay  for  sick  leave,  holidays,  and  vaca- 
tions taken  during  the  current  pay  period  is 
included.    Deductions  are  made  for  damaged 
work.    Cash  payments  for  vacations  not  taken, 
retroactive  pay  not  earned  during  the  current 
pay  period,  payments  in  kind  (free  rent,  fuel, 
etc.),  and  bonuses  not  earned  and  paid  regu- 
larly each  pay  period  are  not  included.    (The 
census  data  on  wage  earner  compensation  do 
include  irregular  bonuses.) 

(g)  Man  Houiis.  Man-hour  statistics  for 
171  selected  industries,  Census  of  Manufactures 
1939,  are  available  in  the  Washington  office  if 
statistical  data  showing  the  aggregate  man- 
hours  in  1939  for  wage  earners  by  months  and  by 
manufacturing  industries  are  desired.  This 
publication  also  shows  average  hourly  earnings 
and  data  on  hours  and  earnings  by  region. 


4.5     SOCIAL  SECURITY  ADMINISTRATION 


C5-1     G«ii«wil  Scope  of  BES  ond  BOASI  Data 

Two  agencies  in  the  SSA  supply  basic  data  for 
establishing  benchmarks  for  BLS  estimates  of 

•  Se«  16Ui  Census  of  the  United  States,  1»40 :  Industry 
Classifications  tor  the  Census  of  Manufactures  1939,  p.  1, 
par.  8. 


employment  in  the  various  States.  The  State 
Unemployment  Compensation  reports  of  em- 
ployment and  pay  rolls  to  the  Bureau  of  Em- 
ployment Security  supplemented  with  the 
Bureau  of  Old- Age  and  Survivors  Insurance  re- 
ports cover  a  very  large  percent  of  the  persons 


4.5-1     General  Scope  of  BES  and  BOASI  Dafo— 
Continued 

in  each  of  the  States  in  industrial  and  com- 
mercial employment 

Certain  types  of  services  are  excluded  from 
coverage  by  the  Federal  Insurance  Contribu- 
tions Act,  the  Federal  Unemployment  Tax  Act, 
and  the  State  unemployment  compensation 
laws.  The  most  important  exclusions  under 
the  1936  Social  Security  Act  relate  to  agricul- 
tural labor;  domestic  service;  casual  labor; 
maritime  employment;  services  for  a  State  or 
the  Federal  Government  and,  in  some  circum- 
stances, for  their  instrumentalities;  self -em- 
ployment; family  employment;  service  for  a 


foreign  government;  student  nurses  and  in- 
ternes; newsboys;  and  services  performed  for 
religious,  educational,  and  charitable  organiza- 
tions. The  Federal  Unemployment  Tax  Act 
covers  employers  of  eight  or  more  persons  in  at 
least  20  weeks  in  a  calendar  year.  The  State 
laws  vary  as  to  the  minimum  size  of  firms  cov- 
ered and  are  not  substantially  uniform  with  re- 
spect to  the  nature  of  the  work.  The  Old- Age 
and  Survivors  Insurance  program  covers  all 
employers  of  one  or  more  persons.  Employees 
covered  by  the  Bailroad  Retirement  Act  have 
never  been  included  in  the  OASI  program,  and 
in  the  State  UC  programs  only  up  to  July  1, 
1939,  the  eflfective  date  of  the  Bailroad  Unem- 
ployment Insurance  Act. 


4.6     BOASI  PROGRAM 


4.6-1     General 


The  OASI  program  is  conducted  on  a  na- 
tional basis.  Employer  and  employee  contri- 
butions are  collected  by  the  Bureau  of  Internal 
Revenue.  In  1939  the  OASI  program  was  ex- 
panded to  include  employees  aged  65  years  and 
over,  certain  maritime  employment,  and  em- 
ployment by  certain  government  instrumentali- 
ties, national  banks,  and  State  member  banks. 

4.6-2  Exemptions  From  the  OASI  Program 
Under  the  1939  Amendments  to  the 
Social  Security  Act  of  1935— General 

(a)  According  to  nature  of  the  service  ren- 
dered, such  as  agricultural  labor,  domestic  serv- 
ice, casual  labor,  and  certain  kinds  of  fishing 
operations. 

(b)  According  to  character  of  em^ploying 
entity,  such  as  State,  Federal,  and  foreign  gov- 
ernments and  their  instrumentalities;  chari- 
table, religious,  or  educational  institutions; 
"employees"  subject  to  provisions  of  Bailroad 
Retirement  Act;  certain  members  of  an  em- 
ployer's immediate  family. 

( c)  Miscellaneous  group,  such  as  certain  serv- 
ices performed  for  fraternal  organizations  and 
of  services  performed  by  students  in  the  employ 
of  a  school,  college,  or  university;  by  student 
nurses  and  internes  in  the  employ  of  hospitals; 


by  newsboys  under  the  age  of  18  years ;  service 
for  beneficiary  associations,  and  sei-vices  or  or- 
ganizations exempt  from  Federal  income  tax  if 
the  remuneration  is  not  more  than  $45  in  a 
calendar  year,  exclusive  of  room,  board,  and 
tuition. 

4.6-3     Exemptions — Nature    off    Service    Bon- 
dered 

(a)  Exclusion  of  agricultural  labor,  domestic 
service,  and  family  businesses  was  primarily  due 
to  the  difficulties  which  would  have  been  en- 
countered in  the  collection  and  verification  of 
the  tax.  The  1935  Social  Security  Act  defined 
a^gricultural  labor  as  services  performed  by  an 
employee  of  a  farmer  and  carried  on  as  inci- 
dental to  ordinary  farming  operations  as  dis- 
tinguished from  manufacturing  or  commercial 
operations. 

(b)  Domestic  service  excepted  from  the 
OASI  program  by  the  1939  amendments  refers 
in  general  to  services  in  and  around  the  home. 
Home  is  defined  as  a  fixed  place  of  abode  of 
an  individual  or  family.  Under  this  exemption 
are  included  services  performed  in  a  private 
home,  local  college  club,  or  chapter  of  a  col- 
lege fraternity  or  sorority  (primarily  a  stu- 
dent organization  furnishing  living  quarters). 

(c)  Ga«wjl  labor  is  defined  as  occasional,  ac- 
cidental, or  irregular  service  which  is  not  in 
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4.6-3     Exemptions — Natura    •!    S«rvic«    R*n- 
dsrftd— ContinuMi 

the  course  of  the  employer's  trade  or  business, 
Buch  as  carpenters,  painters,  bricklayers,  paper- 
hangers,  etc.,  building,  remodeling  or  repairing 
A  home,  summer  cottage,  or  garage  for  the  em- 
ployer's own  occupancy  and  use;  and  services 
for  political  candidates  in  connection  with  their 
campaigns.  Chauffeurs,  pall  bearers  and  sing- 
ers for  undertakers,  and  services  performed  for 
•  corporation  are  not  considered  to  be  casual 
labor.  If  the  services  were  performed  on  more 
than  10  days  within  a  period  of  two  consecu- 
tive calendar  months  or  the  total  time  worked 
by  all  individuals  on  the  project  in  question 
exceeded  200  hours,  they  do  not  fall  within  the 
casual  labor  group. 

(d)  The  Social  Security  Act  of  1935  exclud- 
ing Maritime  Service  from  the  OASI  program 
defined  it  as  "service  performed  as  an  officer  or 
member  of  the  crew  of  a  vessel  on  the  navigable 
waters  of  the  United  States."  Effective  Jan- 
nary  1,  1940,  maritime  employers  became  sub- 
ject to  OASI  tax.  Covered  services  include 
those  performed  "on  or  in  connection  with  an 
American  vessel  under  a  contract  of  service 
which  is  entered  into  within  the  United  States 
or  during  the  performance  of  which  the  vessel 
touches  at  a  port  in  the  United  States,  if  the 
employee  is  employed  on  and  in  connection 
with  such  vessel  when  outside  the  United 
States."  On  March  24,  1943,  services  per- 
formed by  seamen  employed  by  or  through 
tlie  War  Shipping  Administration  on  vessels  of 
this  or  a  foreign  country  were  brought  within 
the  coverage  of  the  OASI  progiam  retroactive 
to  September  30,  1941,  and  including  services 
performed  prior  to  February  11,  1942,  by  sea- 
men employed  by  or  through  the  U.  S.  Mari- 
time Commission. 


Ex«mpHens — Charact«r    of    Employtns 
Entity  t  Misc*llon«eift 

(a)  Exemption  from  the  OASI  program  of 
mrvices  performed  in  the  employ  of  the  United 
States  or  of  an  instrumentality  of  the  United 
States  as  provided  in  the  Social  Security  Act  of 
1936  presented  the  problem  of  interpreting  the 
term  "instrumentality  of  the  United  States". 


Under  the  amendments  of  1939  to  the  Social 
Security  Act,  the  concept  of  government  instru- 
mentalities was  restricted  to  include  only  those 
which  are  wholly  owned  by  the  United  States  or 
are  exempt  from  tax  imposed  by  sections  1410 
and  1600  of  the  Internal  Revenue  Code  by  virtue 
of  any  other  provisions  of  the  law.  This 
brought  national  banks,  State  bank  members  of 
the  Federal  Reserve  System,  and  State-  and 
Federal-chartered  members  of  the  Federal 
Home  Loan  Bank  under  OASI  coverage. 

(b)  The  exemption  of  employees  of  religious, 
charitdble,  and  educational  organizations  is 
based  upon  the  character  of  the  organization  for 
which  services  are  performed.  Usually  an  or- 
ganization must  meet  three  tests  to  fall  within 
tills  classification :  (1)  It  must  be  organized  and 
operated  exclusively  for  one  or  more  of  the 
specified  purposes;  (2)  its  net  income  must  not 
inure  in  whole  or  in  part  to  the  benefit  of  private 
share  holders  or  individuals ;  and  (3)  it  must  not 
in  any  substantial  part  of  its  activities  attempt 
to  influence  legislation  by  propaganda  or 
otherwise. 

4.6-5     Taxable  Wages 

Prior  to  1940  both  the  employer  and  employee 
were  subject  to  tax  for  the  first  $3,000  of  wages 
paid  each  year  by  an  employer  to  an  employee. 
Beginning  with  1940,  only  the  first  $3,000  re- 
ceived by  an  employee  was  subject  to  taxation. 
In  those  cases  where  more  than  one  employer 
contributed  to  the  total  of  an  amount  over 
$3,000,  the  amount  paid  by  each  was  taxed  up  to 
$3,000,  but  the  employee  was  entitled  to  a  refimd 
of  taxes. 

4.6-6     Employer  Reports 

(a)  Each  employer  who  has  one  or  more  em- 
ployees with  taxable  wages  in  any  quarter  must 
file  a  detailed  report  (SS-la)  of  employment 
and  taxable  pay  roll  with  the  United  States 
Collector  of  Internal  Revenue  for  his  district 
on  or  before  the  last  date  of  the  first  nv)nth 
following  the  close  of  the  quarter.  This  re- 
port shows  the  name  and  account  number  of 
each  employee  to  whom  wages  were  paid,  the 
number  of  such  employees  during  tlie  quarter 
(wage  items),  the  amount  of  taxable  wages 
paid  to  each  employee,  and  the  State  in  which 


4.6-6     Employer  Reports — Continued 

each  individual  worker  is  employed  as  well  as 
the  number  of  taxable  employees  on  the  pay  roll 
of  the  company  during  the  pay  period  ending 
nearest  the  15th  of  the  last  month  of  the  quar- 
ter and  the  total  taxable  wages  paid  during 
the  quarter.  Each  reporting  employer  is  iden- 
tified by  an  Employer  Identification  Number 
and  each  separate  report  is  assigned  a  4-digit 
industry  code  on  the  basis  of  its  principal  ac- 
tivity or  product  and  a  geographic  code  (State 
and  county)  on  the  basis  of  the  location  of  the 
business. 

(b)  The  number  of  employees  for  the  pay 
roll  period  ending  nearest  the  15th  of  the  last 
month  of  the  quarter  is  reported  for  the  entire 
firm  and  is  not  requested  either  by  establish- 
ment or  by  State.  Since  1943,  however,  a  large 
proportion  of  multi-establishment  employers 
have  been  reporting  establishment  break-downs 
for  employment  and  taxable  pay  rolls.  Em- 
ployment in  most  of  the  other  multi-establish- 
ment firms  is  distributed  by  State  and  industry 
by  statistical  devices  after  initial  tabulation 
but  before  final  tabulation. 

(c)  These  data  are  transferred  by  the  Bu- 
reau of  Internal  Revenue  to  the  BOASI,  where 
they  are  used  to  prepare  statistical  tabulations 
of  various  kinds.    The  tabulations  of  employ- 


ment and  pay  rolls  made  from  the  employer 
reports  are  of  greatest  importance  for  employ- 
ment statistics.  In  the  State  program,  BOASI 
data  have  been  used  chiefly  to  obtain  an  esti- 
mate of  employment  in  firms  not  subject  to  the 
unemployment  compensation  program  because 
they  had  fewer  than  the  number  of  employees 
required  to  make  them  liable  under  the  act 

4.6-7     Employer     Informational     Schedules— 
"Refiling"  Projects 

The  BOASI  canvassed  1.8  million  employers 
to  obtain  current  industry  information  in  its 
"refiling"  project  of  1942.  Another  "refiling" 
project  was  carried  out  in  1946.  The  latter 
project  was  conducted  primarily  to  obtain  cur- 
rent information  for  aU  manufacturing  indus- 
tries except  those  in  wliich  changes  in  activity 
were  unlikely  to  occur  during  the  post-war  re- 
conversion period  (e.  g.,  job  printing  and  to- 
bacco manufacturing) .  Approximately  150,000 
manufacturers  were  surveyed. 

A  "rotational  refiling"  plan  has  been  insti- 
tuted by  BOASI  and  BES  whereby  "those  in- 
dustries (both  manufacturing  and  nonmanu- 
facturing)  which  are  subject  to  the  greatest 
change  in  industrial  activity  will  be  resurveyed 
and  reclassified  at  regular  intervals.  Some  in- 
dustries would  be  recanvassed  approximately 
every  year,  some  at  2-year  intervals,  and  others 
at  longer  intervals."  ^ 


4.7     BUREAU  OF  EMPLOYMENT  SECURITY  AND  STATE  UC 
AGENCIES'  EMPLOYMENT  DATA 


4.7-1     Nature  of  Program 

(a)  Data  for  determining  benchmarks  for 
BLS  estimates  of  employment  in  most  indus- 
tries are  obtained  from  employment  and  pay 
rolls  reported  to  the  Bureau  of  Employment 
Security  by  the  State  unemployment  compen- 
sation agencies.  The  Federal-State  unemploy- 
ment compensation  program,  established  in  ac- 
cordance with  the  Social  Security  Act,  and  the 
special  Federal  system,  administered  under  the 
Railroad  Unemployment  Act,  protect  the  major 
part  of  the  population  engaged  in  industrial 
and  commercial  employment  in  the  United 
States  against  certain  wage  losses  occasioned  by 


unemployment.  On  January  1, 1936,  the  Fed- 
eral pay  roll  tax  under  title  IX  of  the  Social 
Security  Act  was  first  levied  on  employers  of 
eight  or  more  persons  in  specified  industries  with 
credit  allowed  for  contributions  paid  to  unem- 
ployment funds  in  those  States  in  which  un- 
employment compensation  laws  had  been  ap- 
proved by  the  Social  Security  Board. 

(b)  Unemployment  compensation  is  pri- 
marily a  State  responsibility.  The  Federal 
government  pays  the  administrative  costs  of  the 
program  and  allows  a  tax  credit  to  employers  in 

*From  attachment  to  Beaearch  and  Statistics  Letter  No 
123.  BB& 
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the  State  if  the  State  law  meets  certain  mini- 
mum requirements  which  are  set  up  to  distin- 
guish between  the  unemployment  compensation 
program  and  a  relief  program,  to  protect 
finances  and  administration,  and  to  mainUin 
work  standards.'  The  individual  State  deter- 
mines the  groups  to  be  protected  and  those  to  be 
excluded,  the  benefit  rates,  the  duration  of  the 
benefits,  the  conditions  under  which  employed 
workers  may  receive  benefits,  and  the  adminis- 
trative organization. 

4  J-1    Coverage  Provisions 

(a)  The  State  unemployment  compensation 
laws  follow  a  general  pattern.  However,  there 
is  considerable  variation  among  the  States  with 
respect  to  the  exclusion  of  small  firms  from  cov- 
erage and  with  respect  to  specific  provisions  for 
benefits  to  unemployed  workers. 

(b)  Of  the  49  State  unemployment  compen- 
sation laws  (including  the  District  of  Columbia, 
but  excluding  Alaska  and  Hawaii),  19  limit 
coverage  to  firms  with  8  employees  for  20  weeks ; 
2  others  contain  that  limitation  as  an  alterna- 
tive either  to  a  large  quarterly  pay  roll  or  to  a 
substantial  number  of  workers  in  some  one 
week,  while  a  third  i-equires  8  employees,  but 
for  a  shorter  period  of  time.    The  other  27  laws 
cover  smaller  firms.    There  are  now  14  laws 
which  cover  employers  of  one  or  more  persons, 
although  only  4  of  them  apply  without  any 
restrictions  as  to  number  of  workers,  length  of 
employment,  or  size  of  pay  roll. 

In  all  but  5  States  an  employer  becoming 
liable  at  any  time  during  a  calendar  year  is 
retroactively  subject  to  the  unemployment  tax 
back  to  the  beginning  of  the  year.  In  all  but 
2  States  an  employer's  liability  is  continued 
throughout  a  full  calendar  year  after  his  opera- 
tions have  become  so  small  as  to  render  him 
otherwise  not  liable.    Employers  also  have  the 

•Title  IX.  later  the  Federal  Unemployment  Tax  Act,  pro- 
vided for  a  tax  at  the  rata  of  1  percent  of  pay  rolls  for  1936, 
2  percent  for  1987.  and  8  percent  for  1938  and  subsequent 
years.  Only  10  percent  Is  payable  to  Federal  Government  U 
contributions  at  least  equal  to  the  other  90  percent  are  paid 
Into  an  approved  State  unemployment  compensation  fund,  or 
if  the  SUte  waives  this  payment  in  whole  or  in  part  und«« 
Ite  provlaloiw  of  an  approved  "experience  rating"  ayitem. 
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privilege  of  electing  coverage  if  they  do  not  em- 
ploy the  minimum  number  of  persons. 

Changes  in  the  State  coverage  provisions 
from  1937  on  are  shown  in  the  issues  of  the 
Social  Security  Yearbook,  in  periodic  supple- 
ments to  Employment  Security  Activities,  and 
in  Comparison  of  State  Unemploymsnt  Com- 
pensation Laws,  all  SSA  publications. 

(c)  Types  of  industries  covered  by  the  SUte 
unemployment  compensation  laws  are  in  general 
similar  to  those  subject  to  the  Old  Age  and  Sur- 
vivors Insurance  program.  Some  of  the  major 
differences  in  coverage  are  as  follows: 

(1)  Prior  to  July  1,  1939,  State  unemploy- 
ment compensation  laws  included  employment 
by  interstate  railroads  and  allied  companies 
which  were  covered  by  the  Railroad  Retirement 
Board  instead  of  the  OASI.  Unemployment 
compensation  for  these  groups  of  employees  are 
now  covered  by  the  Railroad  Unemployment  In- 
surance Act.* 

(2)  Effective  January  1,  1940,  certain  types 
of  maritime  service  became  subject  to  the  OASI 
tax  but  not  to  the  Federal  unemployment  tax. 
Effective  September  30,  1941,  services  per- 
formed by  seamen  employed  by  or  through  the 
War  Shipping  Administration  on  vessels  of  this 
or  a  foreign  country  were  brought  within  the 
coverage  of  the  OASI  program.  Services  per- 
formed prior  to  February  11,  1942  by  seamen 
employed  by  or  through  the  U.  S.  Maritime 
Commission  were  also  included. 

(3)  Although  not  all  State  unemployment 
compensation  laws  specifically  exempted  mari- 
time service,  they  usually  had  provisions  relat- 
ing to  the  determination  of  the  place  of  employ- 
ment, which  excluded  most  of  the  coastwise, 
intercoastal,  and  foreign  conunerce.  Duriujg 
the  war  period  it  was  estimated  that  approxi- 
mately 85  percent  of  the  deep-sea  shipping  em- 
ployment was  in  the  employ  of  the  War  Ship- 
ping Administration  which  also  excluded  them 
from  unemployment  insurance  benefits  by  the 
exclusion  of  Federal  Government  employment 

•  Employers  covered  by  the  Railroad  Retirement  and  Rail- 
toad  Unemployment  Insurance  Acts  are  raU  carriers,  certain 
carrier  afflliates,  raUroad  associations,  and  raUway  labor 
organisations. 


4.7-2    Coverage  Provisions 

(4)  During  1945,  five  States  (Iowa,  New  Jer- 
sey, CMiio,  Texas,  and  West  Virginia)  repealed 
the  exclusion  of  maritime  services  and  seven 
States  (Alabama,  Georgia,  Illinois,  Oregon, 
Pennsylvania,  Texas,  and  Washington) 
amended  existing  exclusions.  As  of  July  1, 
1946,  private  maritime  employment  was  covered 
under  almost  all  State  laws.  A  Federal  act  has 
been  passed,  effective  January  1,  1948,  which 
changes  the  status  of  maritime  service  by  desig- 
nating the  State  from  which  a  vessel  operates  as 
the  State  in  which  the  members  of  a  crew  are 
employed  and  also  by  giving  crew  members  the 
same  status  as  shore  workers  for  Social  Security 
purposes. 

(5)  Other  types  of  industries  excluded  from 
the  OASI  program  have  been  covered  by  the 
unemployment  compensation  laws  of  the  in- 
dividual States.  New  York  from  the  beginning 
has  covered  domestic  workers  in  homes  with 
four  or  more  domestics ;  Wisconsin  has  covered 
some  State  and  local  government  employees; 
Washington  has  covered  employees  of  State 
public  utility  districts;  the  hourly  rated  work- 
ers of  the  Bonneville  Power  Administration, 
a  Federal  instrumentality,  are  also  covered  un- 
der the  Washington  UC  system."  In  1945, 
Hawaii  and  in  1947,  Tennessee  extended  cover- 
age to  nonprofit  organizations,  excluding  only 
ministers  and  members  of  religious  ordei-s. 

4.7-3     Employer  Reports  to  UC  Agencies 

(a)  Nature  OF  Employment  Information 
(1)  All  subject  employers  are  required  to 
make  quarterly  contribution  reports  to  the 
State  agencies  within  one  month  from  the  close 
of  each  calendar  quarter  showing  the  total 
amomit  of  taxable  wages  paid  or  payable  dur- 
ing the  quarter;  the  total  amount  for  the  quar- 
ter not  taxable  (amounts  in  excess  of  the  first 
$3,000  paid  to  an  employee  during  the  year) ;  the 
number  of  covered  workers  as  of  the  pay  pe- 
riod ending  nearest  the  15th  of  each  month 
(prior  to  January  1945,  as  of  the  last  pay  pe- 
riod ending  within  each  month  of  the  quarter) ; 
and  information  on  the  amount  of  contribu- 

"•Congress   speciflcally   permitted   the  coverage  of  these 
employees  under  the  State  UC  system. 


tions.  Multi-establishment  employers  are  ex- 
pected to  distribute  employment  and  wage  to- 
tals by  industry  and/or  area.  This  employer's 
contribution  report  is  the  source  from  which  all 
UC  employment  data  are  compiled. 

(2)  Wages  subject  to  taxation  in  most 
States  include  all  remuneration  paid  or  pay- 
able in  covered  employment,  including  the 
value  of  wages  in  kind,  commissions,  bonuses, 
and  in  about  half  the  laws,  tips  and  gratuities. 
Employer  contributions  under  private  plans 
for  benefits  to  employees  in  the  event  of  retire- 
ment, accident,  sickness,  medical  expenses,  hos- 
pital expenses,  or  death;  voluntary  dismissal 
payments;  and  social  security  taxes  paid  by  the 
employer  without  deduction  from  the  wages  of 
employees  are  excluded  in  nearly  all  of  the 
State  laws. 

(b)  Industrial  Classification 

(1)  All  employers  are  required  to  submit  a 
report  showing  the  name  and  address  of  the 
employer,  number  of  establishments  and  em- 
ployees, and  a  full  description  of  the  nature  of 
business  in  each  establishment.  This  enables 
the  State  to  classify  employers  and  their  estab- 
lishments by  industry  and  area.  The  SSA  In- 
dustrial Classification  Code  was  used  for  indus- 
try classification  until  the  adoption  of  the  new 
SIC  code  which  is  now  used  for  clasifying  man- 
ufacturing firms.  Multi-unit  employers  with 
several  establishments  of  the  same  character  are 
required  to  submit  only  one  report  (unless  the 
State  requires  area  reporting;  see  (c)). 

(2)  A  multi-estabUshment  em,ployer  all  of 
whose  establishments  are  not  classifiable  in  the 
same  3-digit  industry  group  is  required  to  sub- 
mit separate  reports,  with  some  exceptions,  for 
tlie  establishments  in  each  3-digit  industry. 
The  exceptions  arise  under  the  leeway  granted 
the  State  UC  agencies  by  the  BES.  The  States 
are  required  to  follow  a  criterion  at  least  as  in- 
clusive as  the  following  in  determining  which 
multi-establishment  employers  should  submit 
industry  breakdowns  and  what  the  breakdowns 
should  be : 

"(Definitions:  Prim/try  industry — that 
3-digit  industry  group  in  which  the  largest 
number  of  employer's  workers  in  the  State 


r^ 


m 


4.T-3 


BLSStaU  Employment  Statistics  Manual,  Vol  I 


Mab.  1,  1948 


Mah.  1,  1948 


Employment  Data  in  the  United  States 


47^-4 


4.7-3     Employer  Reports  to  UC  Afloncles— Con. 

are  engaged.  Minor  industry— my  3-digit 
industry  in  which  fewer  than  six  of  an  em- 
ployer's workers  in  the  State  are  engaged. 
Secondary  industry— any  3-digit  industry 
other  than  primary  or  minor  in  which  an 
employer's  workers  within  the  State  are 
engaged.)"" 

If  a  multi-establishment  employer  has  a 
total  of  50  or  more  covered  workers  in  estab- 
lishments classifiable  in  all  of  his  secondary 
industries  combined,  he  should  be  required  to 
submit  separate  data  for  each  of  his  second- 
ary industries;  data  relative  to  his  minor  in- 
dustries, if  any,  need  not  he  reported  sepa- 
rately hut  may  he  classified  wider  his  primary 
industry.    A  multi-establishment  employer 
who  has  a  total  of  less  than  50  workers  in  his 
secondary  industries  need  not  submit  an  m- 
dustry  breakdown  and  all  data  relative  to 
such  an  employer  may  be  classified  under  his 
primary  industry. 

(3)  One  of  the  chief  objectives  of  the  BOASI 
1942  and  1946  "refiling"  projects  was  to  coordi- 
nate the  industrial  coding  of  employment  data 
collected  by  BOASI  with  those  data  collected 
by  the  UC  State  agencies.  The  UC  3-digit  in- 
dustry group  code  for  any  subject  employer 
with  six  or  more  workers  is  now  required  to  be 
identical  with  the  first  three  digits  assigned 
him  by  the  BOASI. 

(4)  ^EstahUshments  Engaged  in  More  Than 
One  Industrial  Activity.   The  employment  and 
wages  of  a  single  establishment,  or  place  of  busi- 
ness, engaged  in  activities  that  fall  into  more 
than  one  industry  group  generally  should  be 
assigned  only  one  industry  code  based  upon  its 
principal  activity.    However,  in  cases  where 
the  employer  maintains  separate  pay  roll  rec- 
ords for  each  activity  for  which  separate  and 
distinct  industry  classifications  have  been  pro- 
vided in  the  coding  manuals,  State  agencies  are 
encouraged  to  treat  each  such  activity,  or  unit, 
as  a  separate  establishment  for  the  purpose  of 
coding  and  reporting  of  employment-and- wages 
data. 

"Guide  for  State  Hmployment  Security  Administration, 
pt  ni,  TOl.  1. 


"Ideally,  when  a  single  code  is  to  be  assigned 
to  a  multi-activity  establishment,  it  should  rep- 
resent that  activity  which,  throughout  the  year, 
will  utilize  the  largest  number  of  employee  man- 
months;  and,  whenever  accurate  information  of 
this  type  is  available,  the  establishment  code 
should  be  so  determined.    However,  in  general 
it  is  impractical  to  attempt  to  obtain  from  em- 
ployers, on  a  Uability  or  special  nature-of-busi- 
ness  form,  an  accurate  statement  of  the  number 
of  employee  man-months  utilized  during  a  year 
in  each  codable  type  of  activity.    The  Bureau 
therefore  recommends  that  for  coding  purposes 
State   liability   or   nature-of-business   survey 
forms  request,  for  multi-activity  manufacturing 
establishments,  a  statement  of  the  gross  annual 
value  of  each  class  of  product  produced  and, 
for  nonmanuf  acturing  establishments,  informa- 
tion similar  to  that  requested  in  item  10  of  the 
BOASI  Form  OAA-100."   Codes  based  on  this 
type  of  information  will  seldom  differ  from 
those  which  would  be  assigned  if  man-month 
information  were  available."  " 

( 5 )  Changes  in  industrial  classification  codes 
are  made  when  there  is  available  information 
that  the  current  principal  activity  of  the  unit  is 
not  covered  by  the  industrial  code  assigned  to 
that  unit  and  that  the  new  activity  will  be  the 
principal  activity  of  the  unit  during  the  follow- 
ing 52- week  period. 

(6)  There  are  three  major  categories  of  in- 
dustrial classification  changes: 

Noneconondc   code    changes   include   all 
changes  made  because  of  previous  erroneous 
coding  or  pursuant  to  a  revision  of  the  per- 
tinent SSA  or  SIC  coding  manual.    These 
code  changes  are  reported  individually  to  the 
Bureau  of  Employment  Security  on  the  sup- 
plemental report  to  ES-203  (see  section  4.7- 
4)  to  be  mailed  on  July  31,  following  the  ef- 
fective date  of  the  change.    These  changes 
may  be  made  effective  in  the  records  from 
which  ES-202  (see  section  4.7-5)  and  ES-203 
are  prepared  "  as  of  January  of  the  follow- 

»  This  is  a  form  used  by  the  BOASI  in  rcquestliiR  actlvl^ 
and  product  Information  from  employers.  See  "Eeflllng  Proj- 
ect" in  section  8.1-1  above.  ..    ,  \  ♦«.«„« 

» Guide  for  Btote  Employment  Becortty  AdmlnUtratlon. 

***»  Se^^Oulde  for  State  Employment  Security  Adminlstntlon, 
pt  III.  TOL  1. 
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ing  year,  or,  if  they  are  discovered  before 
July  31,  at  the  option  of  the  State  they  may 
be  made  retroactive,  in  the  records  from  which 
ES-202  and  ES-203  are  prepared,  to  January 
1  of  the  current  year.  In  no  case  are  they 
deferred  beyond  January  following  the  year 
in  which  they  were  discovered. 

Small  units  and  complete  conversions  in- 
clude all  employment-reporting  units  with 
less  than  100  workers  at  the  time  of  the  re- 
classification (except  noneconomic  code 
changes)  and  larger  units  which  have  con- 
verted completely  from  one  activity  to  an- 
other. There  may  be  a  substantially  com- 
plete shutdown  of  production  between  the  new 
and  old  activities  or  a  period  of  less  than  a 
month  during  which  both  activities  were  be- 
ing carried  on  simultaneously  in  substantial 
volume.  These  changes  are  made  effective, 
in  the  records  from  which  Forms  ES-202  and 
ES-203  are  prepared,  as  of  the  beginning  of 
some  month  which  has  not  yet  been  reported 
in  columns  III,  IV,  or  V  of  Form  ES-202. 
At  the  option  of  the  State,  all  reclassifications 
of  this  type  may  be  made  effective  as  of  the 
beginning  of  the  calendar  quarter. 

Gradual  conA)ersions  include  all  employ- 
ment-reporting units  having  100  or  more 
workers  which  have  gradually  shifted  from 
one  principal  activity  to  another  or  which 
must  be  assumed  to  have  shifted  gradually 
because  of  lack  of  sufficient  information  to 
classify  the  unit  under  either  of  the  two 
groups  mentioned  above.  These  changes  are 
always  made  effective,  in  the  records  from 
which  Forms  ES-202  and  ES-203  are  pre- 
pared, as  of  the  beginning  of  some  calendar 
quarter  for  which  no  ES-202  has  been  sub- 
mitted." 

(C)    GEOGRAPmC   CLASSinCATION 

(1)  Area  classification  of  employment  data 
was  recommended  to  the  State  agencies  by  the 
Bureau  of  Employment  Security,  especially  for 
the  use  of  the  Federal  war  agencies  in  connec- 
tion with  manpower  allocation  problems.  All 
States  have  assigned  area  codes  to  their  report- 


ing  units,  but  there  is  considerable  State-  to- 
State  variation  in  the  extent  which  multi-area 
employers  have  been  required  to  submit  area 
breakdowns  of  their  data  to  the  State  agency. 

(2)  Area  codes  are  usually  set  up  to  include 
an  entire  county  or  counties.  Ordinarily,  only 
a  multi-area  employer  with  a  total  of  50  or  more 
covered  workers  in  all  of  his  secondary  areas 
combined  submits  separate  data  for  each  second- 
ary area.  For  this  purpose,  a  primary  area  is 
"that  area  within  the  State  where  a  multi-area 
employer  has  the  largest  amount  of  employ- 
ment." A  minor  area  is  "any  area  in  which  the 
employer  has  fewer  than  six  covered  workers." 
A  secondary  area  is  "any  other  area  in  the  State 
where  any  of  the  employer's  workers  are  lo- 
cated."^® Data  for  those  workers  performing 
services  in  more  than  one  area  within  the  State 
in  the  normal  course  of  their  duties  are  allo- 
cated to  the  area  of  the  head  office  from  which 
they  operate.  These  area  identifications  are 
helpful  in  compiling  employment  and  pay  roll 
data  for  counties  and  industrial  areas. 

(3)  In  some  States,  there  are  a  considerable 
number  of  employers  who  report  all  of  their 
operations  within  a  given  industry  within  a 
State  under  a  single  State-wide  code. 

4.7-4     UC  Agencies'  Reports  to  BES — ^Annual 

(a)  Timing  and  Delinquenct 

(1)  All  States  are  required  to  mail  to  BES 
in  Washington  an  annual  report,  ES-203,  on  or 
before  July  31  of  the  year,  following  the  report- 
ing period.  At  least  all  employers'  reports  re- 
ceived up  to  June  30  preceding  the  mailing  date 
are  included.  U.  S.  totals  are  ordinarily  not 
available  before  the  end  of  the  calendar  year 
following  the  reporting  period. 

(b)  Chailvcteristics 

(1)  State  UC  data  of  employment  and  pay 
rolls  are  obtained  by  estublisliment  reporting. 
Changes  made  in  the  State  laws  regarding  the 
size-of-firm  and  type-of-industry  coverages 
from  year-to-year  and,  to  a  limited  extent, 
from  month-to-month  within  a  year  impair  di- 
rect comparisons  of  data  for  past  years. 

"See  Guide  for  Bmplo7ment  Security  Administration,  pt. 
Ill,  vol.  1. 
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Continued 

(2)  Although  UC  data  provide  an  excellent 
flource  for  preparing  employment  benchmarks 
these  data  are  more  satisfactory  for  bench- 
mark purposes  during  certain  periods  of  the 
year  than  others  for  the  following  reasons : 
There  are  variations  from  quarter  to  quar- 
ter in  the  relative  volume  of  delinquent  re- 
ports. 

States  which  do  not  make  an  employer  li- 
able unless  he  has  employed  a  given  number 
of  workers  in  20  different  weeks  in  the  cal- 
endar year  will  not  cover  until  the  following 
January  employers  who  reach  the  required 
sise  after  August  15th. 

Through  misunderstanding,  some  em- 
ployers may  not  be  including  in  their  employ- 
ment count  workers  who  have  already  earned 
$3,000  within  the  year.  This  error  would,  of 
course,  become  more  important  during  the 
later  quarters  of  the  year. 


(3)  Beginning  with  1038  all  State  agencies 
have  submitted  to  BES  annual  reports  for  the 
State  and  for  each  2-digit  industry  group  on 
the  employment  of  covered  workers  in  the  last 
pay  period  of  each  month  in  the  calendar  year 
(commencing  with  January  1945,  data  are  for 
pay  period  ending  nearest  the  middle  of  the 
month)  and  the  total  wages  paid  or  payable 
in  each  quarter,  as  well  as  information  on  con- 
tributions.   Since  1942  employment  and  wage 
data  submitted  by  the  State  agencies  have  been 
further  subclassified  into  4(>2  "industry  groups" 
each  identified  by  a  3-digit  code. 

(c)    COHTENTO 

(1)  ES-203  consists  of  two  annual  summar- 
ies of  monthly  employment,  quarterly  wages, 
and  contributions.  One  has  these  items  dis- 
tributed by  2-digit  major  industry  group  and 
the  other  by  3-digit  industry  group. 

(2)  Effective  January  1945,  the  number  of 
covered  workers  reported  each  month  on  ES- 
203  and  ES-202  refer  to  the  number  earning 
wages  during  the  pay  period  ending  nearest  tha. 
15th  of  the  month  instead  of  during  the  last  pay 
period  of  the  month.    The  entry  reported  by 


employers  using  more  than  one  basis  of  reim- 
bursement includes  the  total  employees  on  each 
type  of  pay  roll.    R&S  Letter  No.  112  dated 
May  20,  1946  changes  the  definition  for  the 
number  of  covered  workers  to  be  reported  on 
ES-203  and  ES-202  from  the  number  reported 
as  "employed  during  the  pay  period"  to  the 
number  reported  as  "earning  wages  during  the 
pay  period."    This  change  was  made  for  clarifi- 
cation to  insure  that  workers  out  on  strike  dur- 
ing the  mid-month  pay  period  are  excluded. 
All  employed  covered  workers  are  supposed  to 
be  reported  even  though  their  wage  contribu- 
tions are  no  longer  paid  because  their  annual 
earnings  may  have  already  exceeded  $3,000. 

(3)  Provision  is  made  for  reporting  both 
total  ammint  of  wages  paid  or  payable  for  serv- 
ices rendered  in  covered  employment,  and  the 
amount  of  wages  stthject  to  contributions  on  the 
ES-202  and  ES-203  reports. 

(4)  Contributions  collected  or  due  on  taxable 
wages  which  are  paid  or  payable  by  employers 
during  the  year,  as  well  as  voluntary  employer 
contributions,  are  reported. 

(5)  Comments  regarding  unusual  trends  in 
employment  and/or  wages  reported  on  ES-203 
are  attached  to  the  letter  of  transmittal.  These 
comments  have  been  found  to  be  very  helpful 
in  analyzing  the  employment  data. 

(6)  Data  reported  for  a  3-digit  industry 
group  including  less  than  three  employers  are 
usually  not  published  as  there  is  a  possibility 
of  disclosing  information  regarding  individual 
employers. 

(7)  Supplemental    reports    showing    non- 
economic    changes    in   employment    are    sub- 
mitted annually  along  with  ES-203.    These 
changes  may  be  due  to  changes  in  statutory  cov- 
erage, in  code  structures,  in  ownership  (from 
public  to  private  or  vice  versa) ,  newly  covered 
employers  with  100  or  more  workers  prior  to  the 
effective  date  of  their  liability,  and  employers 
with  more  than  100  workers  but  not  liable  for 
contributions  because  their  operations  within 
the  State  are  not  of  sufficient  duration  to  meet 
the  coverage  provisions.    The  data  are  listed 
on  blank  paper;  month  of  change  and  amount 
of  employment  affected  are  given. 
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(8)  The  1944  ES-203  classifies  all  employ- 
ment and  wage  data  under  a  single  revised 
3-digit  industry  code  resulting  from  the  BOASI 
1942  "refiling"  project.  Special  supplementary 
tabulations  were  submitted  showing  the  De- 
cember 1943  employment  classified  by  previous 
and  current  3-digit  industry  codes.  No  changes 
were  included  which  had  been  reported  by  the 
State  agencies  supplementing  the  1943  ES-203 
or  any  ES-202.  In  connection  with  the  1946 
"refiling"  project,  which  involved  code  changes 
for  the  switch  to  SIC  as  well  as  for  all  the  usual 
reasons,  special  tabulations  to  permit  one  to 
gauge  the  effect  of  the  changes  were  again  re- 
quested of  the  States. 

4.7-5     UC  Agencies'  Reports  to  BES — Quarterly 

(a)  Timing  AND  Delinquenct.  The  quarter- 
ly report,  ES-202,  is  submitted  to  BES  on  or 
before  the  15th  of  the  fourth  month  following 
the  calendar  quarter  it  covers.  The  cut-off  date 
for  preparation  of  the  report  is  scheduled  as 
close  as  possible  to  the  mailing  date  in  order  to 
include  as  many  employers'  reports  as  possible, 
and  in  any  event  to  include  at  least  80  percent  of 
the  expected  aggregate  pay  roll  for  the  period 
covered.  The  State  agencies  are  attempting  to 
encourage  prompt  reporting  of  liable  employers 
by  penalizing  delinquency. 

(b)  Characteristics  and  Contents. 

(1)  Except  where  the  alternative  procedure 
noted  in  (c)  (2)  is  used,  the  quarterly  report, 
ES-202,  shows  trends  in  employment  in  iden- 
tical reporting  units  between  the  first  month  of 
the  preceding  quarter  and  each  month  of  the 
current  quarter.  Aggregate  wages  paid  in  iden- 
tical reporting  units  are  shown  for  the  preced- 
ing and  current  quarters  respectively.  These 
data  are  used  for  deriving  monthly  estimates 
of  employment  prior  to  the  receipt  of  ES-203. 
Employment  and  wages  for  ES-202  are  ob- 
tained from  contribution  reports  and/or  sup- 
plemental statistical  reports  of  only  those  em- 
ployment units  which,  up  to  the  closing  date 
for  the  preparation  of  ES-202,  have  submitted 


reports  for  both  the  quarter  to  which  this  re- 
port relates  and  the  preceding  quarter.  Direct 
comparisons  of  data  on  different  forms  ES- 
202  cannot  be  made  as  these  reports  vary  from 
98  to  80  percent  coverage  of  all  employment 
and  wages  subject  to  the  State  program. 

(2)  Effective  with  1943  reporting,  data  re- 
lating to  important  changes  in  industrial  clas- 
sification of  employers  resulting  from  shifts  in 
the  nature  of  their  business  are  shown  in  the 
ES-202.  These  changes  are  not  included  in  the 
BES  current  quarterly  releases.  They  are 
later  used  by  BES  in  "wedging"  the  changes 
back  over  a  six-month  period  on  the  assumption 
that  it  was  the  period  during  which  the  conver- 
sion took  place  gradually. 

(3)  Provisions  for  reporting  of  data  for  in- 
dustrially reclassified  units  on  ES-202  are  sum- 
marized in  section  2126  of  the  Guide  for  State 
Employment  Security  Administration  as  shown 
in  the  text  table  on  the  next  page. 

(4)  Comments  regarding  unusual  trends  in 
employment  and/or  wages  are  found  on  the 
back  of  Form  ES-202.  They  explain  unusual 
shifts  or  fluctuations  in  the  data  due  to  seasonal 
variations,  unusual  month-to-month  fluctuation 
in  emplojrment  and  wages,  and  other  changes  in 
business  activity. 

(5)  States  are  urged  to  improve  the  regular 
quarterly  reporting  procedures  regarding 
births,  deaths,  and  changes  of  ownership  of 
firms  during  the  reporting  period.  These  modi- 
fications are  explained  in  sections  2130-2133  of 
the  Employment  Security  Guide,  part  3, 
volume  I. 

(6)  All  gradual  conversions,  including  those 
excluded  from  the  employment  and  wage  data 
columns  because  of  delinquency,  which  are  ef- 
fective the  beginning  of  the  current  reporting 
period  are  listed  in  the  columns  showing  data 
relative  to  industrial  reclassification.  Several 
employment-reporting  units  formerly  in  the 
same  industry  group  and  simultaneously  reclas- 
sified into  the  same  new  industry  group  may  be 
combined  here.  Only  that  part  of  the  data  of  a 
former  reporting  unit  which  has  been  reclassi- 
fied is  listed.    In  this  case  estimates  may  be 
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entered  for  employment  in  third  month  of  pre- 
ceding quarter  and  wages  for  preceding  quarter. 

(7)  Employment  reported  by  the  reclassified 
reporting  unit  for  the  month  immediately  pre- 
ceding the  effective  date  of  reclassification  is 
entered  in  the  employment,  third  month  preced- 
ing quarter  column. 

(8)  The  total  wage  figure  reported  by  the 
reclassified  reporting  unit  for  the  quarter  im- 
mediately preceding  the  effective  date  of  the 
reclassification  is  entered  in  the  column  desig- 
nated "wages  preceding  quarter." 

(c)  Modification  of  Instructions  Belating 
TO  thb  ES-202's. 


(1)  First  quarter  1947  ES-202  reporting  re- 
quirements were  adapted  so  as  to  provide  an 
initial  new  code  benchmark  on  which  the  na- 
tional and  State  employment  series  of  the  BLS, 
after  conversion  to  the  SIC  basis  retroactively 
to  January  1947,  could  be  based.    The  require- 
ments were  a  first  quarter  1947  2-digit  summary 
tabulation  (due  not  later  than  October  15, 1947) 
of  monthly  employment  and  quarterly  wages 
and  State  totals  of  first  quarter  taxable  wages 
and  contributions ;  and  a  separate  3-digit  break- 
down tabulation  for  specified  2-digit  groups. 

(2)  A  second  modification  was  the  provision 
for  optional  submission  of  estimates  of  covered 
employment  in  lieu  of  quarterly  ES-202's  by 
State  ES  agencies  which  meet  certain  prescribed 
conditions. 


Data  to  Be  Rkpooted  on  ES-202  fob  Reclassitied  UNrrs 


Type  of  code  change 


Covered  employ- 
ment, first  month 
preceding  quarter; 
and  wages  paid, 
preceding  quarter 


Noneconomic: 

Affecting  first  two 
digits  of  code. 

Affecting  onlv 
third  or  fourth 
digits. 


Economic: 

Small  firms  and 
complete  con- 
yersions. 


Covered  employ- 
ment, three 
months  of  current 
quarter;  and  wages 
paid,  current 
quarter 


Data  relative  to 
industrial  reclassi- 
fication (previous 
and  current  3-digit 
codes;  employ- 
ment, third  month 
preceding  quarter; 
and  wages,  pre- 
ceding quarter) 


Exclude. 


Include. 


Exclude. 


Include    under    old 
code. 


Include. 


Exclude. 


Do. 


Gradual 
gions. 


conver- 


.do- 


Include  under  new 
code. 


.do. 


Do. 


Include. 


SECTION  5 


Basic  Policy 


5.1     SPECIFICATIONS  OF  THE  COOPERATIVE  FEDERAL-STATE 
EMPLOYMENT  STATISTICS  PROGRAM 

The  statement  contained  in  section  5.1  is  patterned  very  closely  after 
an  agreement  reached  by  the  Bureau  of  Labor  Statistics,  the  Bureau  of 
Employment  Security  and  representatives  of  the  Interstate  Conference 
of  Employment  Security  Agencies  as  the  foundation  on  which  a  Fed- 
eral-State employment  statistics  program  should  be  built.  Although 
the  agreement  was  written  originally  to  describe  a  situation  on  which 
the  State  contract  rests  with  the  UC  agency,  it  is  in  general  applicable, 
whatever  State  agency  may  hold  the  BLS  contract. 


5.1—1     Background 

There  is  a  well  demonstrated  need  on  the  part 
of  business  concerns,  labor  unions,  private  re- 
search organizations,  and  official  governmental 
agencies  for  current  national.  State,  and  local 
area  employment,  earnings,  and  hours  statistics, 
i^'ederal  law  places  the  responsibility  for  the 
development  of  national  data  of  this  character 
with  the  Bureau  of  Labor  Statistics,  and  the 
BLS  has  accordingly  been  preparing  and  re- 
leasing national  monthly  employment  statistics 
series  for  some  decades.  State  responsibility 
is  different  in  different  States.  The  "employ- 
ment stabilization"  provision  of  most  State  un- 
employment compensation  laws  implies  that  the 
State  UC  agency  will  develop  State  and  local 
area  employment  statistics.  Under  the  general 
direction  of  the  Bureau  of  Employment  Secu- 
rity, all  of  these  State  agencies  have  for  a 
number  of  years  been  compiling  quarterly  and 
annual  totals  of  employment  and  wages  re- 
ported by  employers  covered  under  their  pro- 
grams, and  many  have  been  developing  employ- 
ment statistics  of  wider  coverage  or  greater  cur- 
rency. In  some  States,  a  State  Labor  Depart- 
ment, State  University,  or  another  agency  has 
assumed  the  task  of  providing  employment  esti- 


mates. It  is  to  the  advantage  of  everyone  con- 
cerned if  the  State  and  Federal  agencies  in  this 
field  can  more  effectively  pool  their  resources 
and  work  towards  the  development  of  coordi- 
nated and  comparable  national.  State,  and  local 
area  employment  statistics  series. 

In  such  a  cooperative  effort,  the  local  operat- 
ing units  with  primary  responsibility  for  ob- 
taining the  necessary  basic  data  for  employers 
may  advantageously  be  the  State  unemploy- 
ment compensation  agency  or  may  be  another 
agency.  In  any  event,  to  insure  satisfactory 
public  understanding  of  the  program,  to  facili- 
tate inter-regional  analysis,  and  to  provide  a 
sound  and  efficient  foundation  for  national 
series,  it  is  essential  that  there  be  uniformity  in 
the  concepts  and  certain  of  the  procedures  em- 
ployed by  these  agencies.  Primary  responsi- 
bility for  the  development  of  standards  to  effect 
this  uniformity  is,  in  the  interest  of  efficiency, 
centralized  with  the  Federal  agencies  concerned. 
The  Bureau  of  Employment  Security  represents 
the  Federal  agencies  with  respect  to  the  basic 
collection,  processing,  and  summarization  of 
State  contribution  report  data,  and  the  BLS 
represents  the  Federal  agencies  with  respect  to 
all  other  standards  and  procedures  bearing  on 
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5.1-1     Bockgreund — Conlinu«d 

the  program.  In  exercising  these  responsibili- 
tMss  each  Federal  agency  solicits  the  advice  of 
the  other  and  of  the  State  agencies.  Both  Fed- 
eral agencies  offer  certain  services  to  the  States, 
and  BLS  prepares  and  issues  national  series. 

5.1-2     Obi«c«v««  of  Coop«ra«v«  Program 

In  conformity  with  the  statement  of  policy 
Just  set  forth,  the  Federal  agencies  and  inter- 
ested State  agencies  enter  into  agreements  with 
a  threefold  production  objective : 

(a)  The  preparation  and  release  by  the  BLS 
of  current  monthly  employment,  hours,  and 
earnings  series  by  industry  for  the  nation  as  a 
whole,  with  State-by  State  breakdowns  (com- 
piled by  the  States)  of  selected  national  fig- 
uree— these  series  to  be  based  primarily  on  data 
from  employment  security  contribution  reports 
and  monthly  sample  employer  reports  collected 
by  the  State  agency. 

(b)  The  preparation  and  release  by  the  State 
agency  of  comparable  State  series  on  total  num- 
ber of  employees  in  nonagricultural  establish- 
ments, classified  by  industry,  derived  from  the 
same  basic  employer  reports.  As  resources  per- 
mit, the  State  agency  will  also  be  able  to  develop 
from  these  reports  companion  series  on  hours 
and  earnings,  and,  wherever  possible,  add  to  the 
employment  series  estimates  of  agricultural, 
8eII-employed,  and  domestic  employment. 

(c)  As  needed,  and  as  resources  permit,  em- 
ployment statistics  series  will  be  prepared  and 
released  by  the  State  agency  covering  selected 
local  areas  in  the  State.  It  is  expected  that  any 
new  local  area  series  will  be  compiled  by  pro- 
cedures comparable  with,  and  coordinated  with, 
the  similar  States  series.  It  is  also  expected 
that  any  local  area  employment,  hours,  or  earn- 
ings series  already  inaugurated  by  the  State 
will,  as  rapidly  as  iK)Ssible,  be  made  proce- 
durally consistent  with  the  State  series. 

5.1-3     Roquisites  for  a  Fodoroi-Stolo  Working 
Agreomont 

The  Federal  agencies  are  willing  to  develop  a 
specific  working  agreement  with  any  State 


agency  when  the  following  conditions  prevail, 
although  preference  in  the  establishment  of  new 
working  agreements  will  be  given  to  State  Em- 
ployment Security  agencies: 

(a)  The  State  agency  is  ready,  and  the  Fed- 
eral agencies  are  satisfied  it  is  able,  to  assume 
the  responsibilities  and  make  available  the  per- 
sonnel and  machine  facilities  outlined  in  sec- 
tion 5.1-5. 

(b)  No  employment  statistics  working  agree- 
ment is  in  existence  between  the  BLS  and  an- 
other agency  within  the  same  State. 

(c)  There  is  no  bar  in  State  law  or  organiza- 
tional policy  to  the  participation  of  the  State 
agency  in  such  a  working  agreement. 

(d)  BLS  is  physically  able  to  handle  the 
workload  involved  in  putting  the  new  working 
agreement  into  effect.  (BLS  plant  and  person- 
nel restrictions  make  it  impossible  to  put  into 
effect  more  than  one  new  working  agreement 
per  month.) 

5.1-4     Foderoi  Rosponsibilitios 

(a)  Within  the  lunits  of  available  title 
III  (Social  Security  Act)  and  BLS  funds,  the 
Federal  agencies  will  finance  an  approved  State 
employment  statistics  program.  If  the  State 
agency  is  a  UC  agency,  financing  is  handled 
through  BES  channels. 

(b)  The  Federal  agencies  .will  provide  writ- 
ten procedural  materials  to  assist  the  States  in 
the  operation  of  the  program. 

(c)  BLS  will  request  those  firms  located  in 
the  State  who  are  now  submitting  monthly 
data  to  Washington  to  send  future  employment 
statistics  reports  to  the  State  agency,  and  BLS 
will  furnish  the  State  agency  with  ceitain  basic 
data  concerning  each  such  firm. 

(d)  BLS  will  detail  an  experienced  person 
to  work  with  the  State  unit  for  four  or  five 
weeks  in  setting  up  the  mechanics  for  monthly 
processing  of  employer  schedules. 

(e)  BLS  will  furnish  the  State  agency  with 
copies  of  its  previously  compiled  nonagricul- 
tural employment  estimates  for  the  State  and 
will  provide  professional  advice  on  procedures 


5.1-4     Federal  Responsibilities — Continued 

and  techniques  used  in  carrying  forward  these 
estimates  to  current  months. 

(f)  BLS  will  prepare  and  transmit  to  the 
State  each  month  estimates  by  State  or  Fed- 
eral and  (if  needed)  non-Federal  governmental 
employment  for  incorporation  into  the  State's 
estimates. 

(g)  BLS  will  provide  the  State  with  basic 
data  obtained  from  Federal  agencies  such  as 
the  Interstate  Commerce  Commission,  the  Rail- 
road Retirement  Board,  and  the  Office  of  Edu- 
cation, for  use  in  estimating  employment  in 
other  noncovered  industries. 

(h)  BLS  will  collect  monthly  information 
from  certain  inter-State  firms  that  have  ex- 
pressed a  preference  for  sending  all  their  data 
to  a  single  agency  and  will  provide  the  State 
agency  with  transcripts  of  the  information  per- 
taining to  that  State. 

(i)  BLS  will  furnish  forms  and  schedules 
for  use  by  the  State  in  transmitting  necessary 
information  to  Washington. 

( j )  The  Federal  agencies  will  furnish  States 
that  liave  size-of -firm  coverage  limitations  with 
BOASI  data  for  small  firms,  and  with  the  re- 
sults of  studies  on  how  these  data  may  best  be 
used  to  augment  unemployment  compensation 
figures. 

(k)  The  Federal  agencies  will  act  us  a  clear- 
ing house  for  distributing  to  all  States  technical 
contributions  to  the  program  which  are  evolved 
by  individual  States. 

5.1-5     State  Responsibllitios 

(a)  All  funds  earmarked  by  BES  for  em- 
ployment statistics  work  may  be  expended  only 
for  carrying  out  the  provisions  of  the  agree- 
ment. (This  proviso  has  been  specified  by  the 
Federal  Bureau  of  the  Budget  to  insure  the 
necessary  continuity  and  quality  of  employ- 
ment statistics  series  upon  which  the  public  is 
relying,  even  during  emergency  peaks  of  unem- 
ployment compensation  load;  it  is  not  the  in- 
tention of  SSA  to  subject  expenditures  of  these 
funds  to  detailed  audit  except  when  there  are 
unreasonable  lapses  in  the  continuity  or  quality 
of  the  State's  employment  statistics.    Moreover, 


this  proviso,  of  itself,  should  not  be  considered 
as  placing  any  new  restrictions  on  the  free  use 
by  State  administrators  of  unearmarked  title 
III  funds.) 

(b)  In  collecting  monthly  data  from  em- 
ployers the  State  will  use  either  the  standard 
forms  furnished  by  BLS  or  some  mutually- 
agreed-upon  adaptation  which  will  secure  data 
at  the  time  and  to  the  extent  needed  for  national 
statistics. 

(c)  The  State  will  agree  to  use  the  establish- 
ment reports  for  statistical  purposes  only  and 
will  agree  to  adhere  to  BLS  regulations  with 
respect  to  the  confidential  nature  of  theae 
reports. 

(d)  It  is  particularly  essential  that  monthly 
data  needed  by  BLS  for  maintenance  of  its  na- 
tional series  be  transmitted  to  Washington  in 
strict  accordance  with  a  time  schedule  to  be 
specified  in  the  working  agreement  with  each 
State. 

(e)  The  State  will  maintain  a  permanent 
transcribed  record  of  the  data  reported  by  each 
cooperating  employer  and  will  establish  an  ade- 
quate delinquency  control  file  for  these  em- 
ployers. 

(f)  The  State  will  solicit  the  cooperation  of 
such  additional  employers  as  the  BLS  considers 
essential  for  the  maintenance  of  national  series. 

(g)  Copies  of  employment,  hours,  and  earn- 
ings estimates  prepared  by  the  State  will  be 
transmitted  to  BLS  on  standard  forms  fur- 
nished by  that  Bureau  and  in  accordance  with 
time  schedules  to  be  prescribed. 

(h)  For  purposes  of  uniformity  between 
data  released  in  the  State  and  those  summarized 
in  Wasliington,  a  mutual  policy  to  govern  the 
frequency  and  character  of  revisions  of  pre- 
viously published  estimates  will  be  worked  out 
with  the  cooperating  States. 

(i)  The  State  will  participate  from  time  to 
time  with  the  Federal  a^^encies  in  special  studies 
of  emplojrment  or  pay  rolls.  Such  studies  may 
require  special  solicitation  from  respondents, 
processing,  tabulating,  or  analysis.  Considera- 
tion will  be  given  to  such  work  when  budgets  are 
approved. 
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SJ-i    9Mlm  l«f|>onslblHtl«i— Con«nii»d 

(j)  In  the  interests  of  maintaining  valid  na- 
tional data  and  comparable  State  estimates,  the 
Stote  wiU  conform  to  certain  statistical  stand- 
ards relative  to  preparation  of  reports  <>»  coh- 
ered employment,  the  development  of  bench- 
mark data,  industrial  and  area  cla^fication, 
the  stTOctnre  of  the  monthly  sample,  the  editing 
«nd  processing  of  monthly  employer  reports, 
and  the  calculation  of  current  estimates.  These 
standards  are  defined  in  the  documents  listed  in 
■ectioii2.4. 

(k)  Oboanization.  The  staffing  pattern  of 
the  agency  will  be  such  as  to  assure  the  effective 
discharge  of  the  following  functions: 

(1)  Industrial  coding. 

(2)  Statistical  processing  and  summarisation 
of  employment  and  wages  data  from  contribu- 
tion reports  for  benchmark  purposes  «nd  re- 
quired reports  to  the  Federal  agencies  (if  UC 
is  the  contract  agency). 

(8)  SUtistical  editing  of  employment  and 
wage  data  from  contribution  reports  (if  UC  is 
the  contract  agency)  and  monthly  schedules. 

(4)  Preparation  of  current  monthly  esti- 
mates and  public  releases  of  these  estimates. 

(5)  Development  of  non-UC-covered  bench- 
mark data  and  adjustment  of  current  series  to 
benchmarks. 

(6)  Assembly  of  current  monthly  data  for 
transmission  to  BLS  for  inclusion  in  national 
estimates  and  releases. 

These  functions  can  ordinarily  be  most  effec- 
tively discharged  in  a  smgle  integrated  unit 


within  the  research  and  statistics  section  of  the 
agency. 

(1)  PraisoNNEL.  For  the  performance  of 
these  functions,  it  is  believed  that  the  following 
personnel  will  be  required: 

(1)  To  be  responsible  for  the  activities  of 
this  unit,  the  full  time  of  a  person  with  profes- 
sional qualities,  with  a  college  education  and  at 
least  three  years  experience  in  the  fields  of 
statistical  research,  collection  programs,  and 
interpretative  work,  or  an  equivalent  combina- 
tion of  education  and  experience. 

(2)  One  or  more  competent  junior  profes- 
sional persons  to  assist  the  senior  representa- 
tive in  operational  research  and  supervision. 
(8)  Statistical  clerks  as  needed, 
(m)  The  State  should  have  ready  access  to 
mechanical  equipment  for  tabulating  the  data. 
Such  tabulating  equipment  should  be  specifi- 
cally allocated  for  employment  statistics  work 
in  such  amount  and  at  such  times  as  will  permit 
the  State  to  maintain  its  agreed-upon  respon- 
sibilities. 

S.I-4    Am«ndin«nt  ©r  Termination  of  Agrw- 
mMit 

Amendments  to  a  working  agreement  may  be 
made  at  any  time  upon  concurrence  of  the  SUte 
and  Federal  agencies.  The  working  agreement 
may  be  terminated  by  either  the  State  or  the 
Federal  agencies  on  60  days'  written  notice, 
except  that  each  party  must  agree  to  complete 
all  regular  and  special  endeavors  already  under- 
taken unless  released  by  the  other. 


S5    TECHNICAL  STANDARDS 


iJ-1     Quality  Product 

It  is  said  frequently  that  the  SUte  Employ- 
ment Program  curries  a  three-fold  responsi- 
bility: (1)  the  preparation  and  issue  of  a  com- 
plete set  of  nonagricultural  employment  esti- 
mates with  SUte  and  industry  deUil;  (2)  the 
zelease  of  these  estimates  prompUy ;  and  (3)  the 
maintenance  of  high  standards  of  technicd 
quality.  It  is  emphasis  on  the  third  of  these 
items  that  is  the  underlying  motif  of  the  pro- 


gram. Every  worker  engaged  in  the  program 
is  required  to  give  conscientious,  careful  service; 
he  may  be  assured  that  program  leaders  are 
making  every  effort  to  utilize  the  best  of  modem 
techniques;  he  is  urged  to  develop  pride  in  the 
technical  excellence  of  a  quality  product 
There  is  no  justification,  however,  for  any 
worker  resting  on  the  oars  in  self-satisfaction; 
many  inexact  methods  and  rough  approxima- 
tions call  for  refinement  and  there  is  always 
need  for  improvement. 


5.3     TIME  SERIES 


5.3-1     Continuity 


One  of  the  concepts  which  threads  through 
much  of  the  work  of  BLS  is  that  of  continuity. 
GeneraUy,  the  task  is  not  merely  to  measure  the 
volume  of  employment  or  the  amount  of  wages 
in  a  selected  industry  and  geographic  area  at 
a  given  time,  but  also  to  measure  the  item  in 
such  a  way  that  estimates  are  comparable  with 
those  at  another  point  in  time.  This  compara- 
bility between  points  in  time  is  what  is  meant 
by  continuity.  Every  technique  and  procedure 
which  is  considered  for  adoption  is  graded  for 
effect  upon  continuity.  In  some  circumstances 
the  cost  of  maintaining  continuity  is  too  great 


and  a  break  in  a  series  is  accepted.  For  ex- 
ample, the  shift  in  industrial  classification  from 
SSA  codes  to  SIC  codes  in  January  1947  made 
it  too  difficult  to  maintain  continuous  State  em- 
ployment series  in  some  manufacturing  indus- 
tries. Such  a  course  of  action  is  taken  only  if 
the  difference  in  cost  is  very  great.  The  prin- 
ciple of  continuity  is  a  dominant  one  in  BLS 
practice  and  is  rarely  broken.  Whenever  the 
continuity  of  a  series  must  be  broken,  if  at  all 
possible,  an  overlap  of  the  series  on  the  old  and 
new  basis  over  some  period  of  time  should  be 
provided  for  in  order  to  allow  comparisons  be- 
tween the  series  on  both  bases. 


5.4    AUTHORITY,  PRECEDENCE,  AND  ADMINISTRATIVE  CONTROL 


5.4-1     Gonoral 

The  policies,  rules  and  instructions  which 
govern  the  operation  of  the  State  Program  may 
be  separated  into  two  bodies  of  material.  The 
first  is  composed  of  the  pertinent  general  legal 
and  administrative  directives  which  control 
activities  of  the  cooperating  Federal  and  State 
agencies.  The  directives  include  Federal  and 
State  legislation  regarding  employment  statis- 
tics and  contracts  and  agreements  among  co- 
operating agencies  as  well  as  applicable  admin- 
istrative regulations  and  instructions.  This 
body  of  material  is  collectively  of  prime  impor- 
tance and  represents  the  highest  level  of 
authority  governing  the  State  Program. 

The  second  body  of  material  is  that  which  is 
assembled  specifically  for  the  guidance  of  the 
program.  It  consists  of  manuals,  guides,  and 
other  instructions  issued  by  the  cooperating 
agencies. 

S.4-2     instructfons 

The  principal  items  of  the  second  body  of 
material  are  listed  and  described  in  section  2.4, 
vol.  I,  and  the  controlling  specifications  of  the 
State  program  are  set  forth  in  section  5.1. 


5.4-3     Notional  Uniformity 

An  attempt  is  made  to  permit  as  much  free- 
dom of  action  in  the  State  agencies  as  will  not 
interfere  with  the  preparation  of  homogeneous 
national  estimates.  Consequently,  the  SUte 
agency  may  adopt  its  own  rules,  methods,  and 
procedures  on  any  point  not  covered  by  Federal 
instruction  and  may  choose  between  two  or  more 
options  in  many  matters  which  are  discussed  in 
the  manuals.  On  the  other  hand,  there  are  cer- 
tain standards  and  procedures  which  must  be 
followed  uniformly  in  all  States  if  national 
figures  are  to  have  meaning.  These  sUndards 
and  procedures  are  specified  in  the  Federal  in- 
structions. For  example,  the  same  definition  of 
employment  must  be  used  in  every  State  if  vol- 
ume of  employment  is  to  be  an  understandable 
concept;  therefore,  no  deviation  from  the 
definition  presented  in  this  Manual  can  be  per- 
mitted. Constrastingly,  methods  of  machine 
tabulation  and  processing  may  appropriately 
vary  among  States  because  of  availability  of 
equipment  and  volume  of  work,  and  accordingly 
are  optional  with  the  State  agency.  BLS  tech- 
nicians offer  advice  on  such  subjects  as  requested. 
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5.9     MISCELLANEOUS  POLICIES  AND  PRINCIPLES 


5.9-1     Confidential  Nature  of  Reports 

It  is  the  policy  of  the  Bureau  of  Labor  Sta- 
tistics that  data  collected  from  all  respondents 
be  used  for  statistical  summaries  in  isuch  a  way 
that  data  relating  to  an  individual  respondent 
cannot  be  identified.  This  is  a  long-standing 
policy  and  one  of  the  chief  reasons  for  success 
in  securing  voluntary  cooperation  from  firms 
in  reporting.  It  is  a  confidence  that  must  be 
maintained  by  BLS  and  by  all  BLS  contract 
agencies.  Several  precautions  must  always  be 
observed : 

(a)  The  original  schedule  itself  and  the  in- 
formation thereon  are  not  made  available  to 
anyone  other  than  sworn  employees  of  BLS  or 
of  the  Contract  State  agency  without  express 
permission  of  the  respondent  in  advance. 

(b)  Tabulations  are  presented  in  such  a  way 
that  the  figures  in  any  cell  represent  three  or 
more  firms.  In  some  circumstances  an  even 
more  stringent  rule  must  be  followed.  For  ex- 
ample, if  Firm  A  represents  80  percent  of  the 
pay  roll  in  a  given  industry,  data  for  that 
industry  cannot  be  published  separately,  no  mat- 
ter how  many  firms  are  in  the  industry  (see  sec- 
tion 8.4r-l  (c),  vol.  II). 


(c)  The  list  of  reporters  itself  is  kept  con- 
fidential with  a  few  exceptions — exceptions  can 
be  made  only  by  the  Washington  office  of  BLS, 
in  accordance  with  working  rules  approved  by 
the  Commissioner. 

5.9-2     Dissemination  of  Information 

Neither  BLS  nor  any  of  its  Contract  State 
agencies  may  show  partiality  in  the  release  of 
information.  Data  released  to  one  individual 
or  organization  must  be  available  to  all  other 
members  of  the  public.  BLS  practice  is  posi- 
tive as  well  as  negative  on  this  point;  e.  g.,  if 
special  data  are  made  available  to  an  employer 
association  upon  its  request,  BLS  endeavors  to 
place  the  same  data  before  the  corresponding 
employee  union  if  one  exists. 

5.9-3     Use  of  Best  Available  Data 

BLS  and  its  Contract  State  agencies  are  com- 
mitted to  use  the  best  data  available  rather  than 
to  use  data  from  any  particular  designated 
source.  This  means  that  procedure  must  be 
modified  to  utilize  newly  available  data  if  the 
new  data  are  superior  to  those  currently  in  use 
and  provided  proper  consideration  is  given  to 
the  continuity  principle.  This  is  the  course 
taken  even  though  the  data  replaced  are  regu- 
larly collected  items  of  BLS  or  the  UC  system. 
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offices  for  sample  expansion,  nonconstruction 

industries 
Figure   6.29— State   transcript   form    (BLS- 

ES-^) 
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Figure  7.1— Benchmark  control  card  (BLS 
1904) 

Figure  7.2— ^Memorandum  form  for  transmit- 
ting to  Washington  schedules  of  new  reporters 
for  coding  (BLS-ES-7) 


Figure  7.3— Annual  report  form,  manufactur- 
ing industries,  and  total  nonagricultural  em- 
ployment (BLS  1830) 

Figure  7.4— Annual  report  form,  nonmanuf ac- 
turing  industries  (BLS  188a-A) 

Figure  7.5— Annual  report  form,  special  indus- 
tries (BLS  1830-x) 

Figure  7.6— Monthly  report  form,  manufactur- 
ing industries  (BLS  1932) 

Figure  7.7— Monthly  report  form,  nonmanu- 
f  acturing  industries  and  total  nonagricultural 
employment  (BLS  1933) 

SionoN  13 

Figure  13.1— Sample  worksheet  for  computing 
weighted  hours,  hourly  earnings,  and  weekly 
earnings  for  major  group  20,  food  and  kin- 
dred products 
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General  Method 


1.1     INTRODUCTION 


1.1-1     Primary  ObiecHve  off  Sfoto  Program 

The  primary  objective  of  the  BLS  State  Em- 
ployment Statistics  Program  is  to  prepare 
monthly  employment  estimates  for  nonagricul- 
tural establishments  for  each  State,  by  industry, 
on  a  current  basis.  The  amount  of  detail  to  be 
published  for  each  State  will  vary,  depending 
upon  the  importance  of  individual  industries  in 
that  State's  economy.  It  is  contemplated  that 
hours  and  earnings  data  and  area  employment 
estimates  will  also  be  prepared,  at  a  later  date, 
as  part  of  the  State  Program. 

1.1-2     Ut«  off  SSA  and  C*nsus  Dcrta  to  Suppl«- 
m*nt  BLS  SampU  Dota 

Employment  statistics  prepared  by  BLS  and 
its  system  of  Contract  State  agencies  are  dis- 
tinguished from  employment  statistics  prepared 
by  other  agencies  by  their  timeliness,  scope,  and 
industrial  detail.  The  Bureau  of  the  Census 
compiles  comprehensive  employment  statistics 
in  its  decennial  census.  However,  the  most  re- 
cent of  these  was  taken  in  1940.  The  periodic 
censuses  of  manufacturing  and  business,  al- 
though providing  useful  employment  data, 
were  not  taken  between  1939  and  1947,  when 
only  a  census  of  manufactures  was  taken.  The 
Social  Security  Administration  provides  em- 
ployment statistics  for  large  segments  of  the 
employed  population  in  its  Unemployment 
Compensation  and  Bureau  of  Old- Age  and  Sur- 
vivors Insurance  reports.  However,  the  time 
lag  in  the  availability  of  the  SSA  data  pre- 
cludes their  use  for  estimating  current  employ- 
ment. Nevertheless,  Census  and  SSA  data  are 
extremely  useful,  both  as  guideposts  from  which 
current  estimates  can  be  projected  and  as  peri- 


odic  checks   on   the   accuracy    of   the   BLS 
estimates. 

1.1-3     BLS-Stoto  Employment  StotisHcs  Manual 

The  BLS-State  Evrvployment  Statistics  Momr 
ual  is  designed  to  supply  the  Contract  State 
agencies  with  basic  instructions  for  preparing 
the  monthly  employment  estimates.  Vol.  I, 
General  Topics^  contains  background  material 
for  the  State  Program.  Vol.  U,  Operating 
Ouide^  is  designed  to  provide  all  basic  proce- 
dural instructions  and  to  serve  as  a  handbook  for 
day-to-day  preparation  of  employment  esti- 
mates. Vol.  m,  Technical  Appendix^  contains 
theory  and  mathematical  developments  under- 
lying the  recommended  procedures.  BLS  En^ 
ployment  Instructions^  Series  A  and  By  contain 
supplementary  instructions. 

1.1-4     Basic  BLS  Method  off  Estimating  Curront 
Stot*  Employment 

In  general  terms,  the  basic  BLS  method  of 
estimating  current  monthly  State  employment, 
by  industry,  can  be  resolved  into  the  following 
four  steps: 

(a)  A  total  employment  figure  (benchmark) 
for  an  industry,  as  of  a  specified  period,  is  <^ 
tained  from  sources  which,  singly  or  in  combina- 
tion, are  known  to  provide  either  a  complete 
count  of  employment  for  the  industry  or  an  esti- 
mate of  reasonable  accuracy. 

(b)  Employment  data  for  a  sample  group 
of  reporting  establishments  are  compiled  for  the 
benchmark  month  and  subsequent  months. 

(c)  The  ratio  of  employment  in  one  month  to 
that  in  the  preceding  month,  for  identical  estab- 
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lishments  in  each  industry,  is  computed  for  each 
consecutive  pair  of  months.  These  ratios  are 
called  link-rektives. 

(d)  Hie  link-relative  for  the  month  follow- 
ing the  benchmark  month  is  applied  to  the 
benchmark  for  the  industry  to  obtain  the  esti- 
mate of  total  employment  in  that  month.  This 
estimate  is  then  used  as  a  base  for  deriving  the 
estimate  for  the  next  month.    The  sum  pfo- 


cedure  is  followed  in  succeeding  months  until 
data  for  setting  up  a  new  benchmark  become 
available.  At  that  time,  an  adjustment  is  neces- 
sary to  eliminate  possible  differences  between 
estimates  based  on  the  old  benchmark  and  the 
new  one. 

The  principal  problems  and  operations  in- 
volved in  preparing  estimates  are  outlined 
briefly  in  the  following  paragraphs  of  section  1 
and  discussed  in  greater  detail  in  subsequent 
sectiona. 


1.2     INDUSniAL  CLASSIFICATION 


1.2—1     DoHliliOfl 


The  field  of  economic  activity,  in  which  em- 
ployment statistics  and  other  types  of  data  are 
freqaently  subjects  of  study  and  analysia,  is  so 
vast  and  varied  in  nature  that  any  attempts  to 
undertake  such  projects  would  be  hopeless  if 
the  various  activities  composing  our  eoonora^ 
wow  not  first  resolved  into  groups  and  cal»> 
gories.  This  break-down  is  called  industrial 
claasifieatioin.  Several  systems  of  industrial 
daasification  have  been  devised,  all  similar  in 
their  broad  design,  but  differing  in  essentials 
because  of  the  varying  needs  and  concepts  of  the 
several  agencies  employing  them. 

1.1-2    Ckitsllcalioii  of  toporling  Units  In  Som- 


Some  important  considerations  have  guided 
the  choice  of  an  industrial  classification  system. 
Estimating  procedure  entails  the  use  of  the  data 
of  other  agencies  for  determining  benchmarks. 
In  projecting  the  benchmarks  through  the  use 
of  data  for  sample  establishments,  it  is  impor- 
tant that  reporting  units  in  both  sample  and 
universe  be  classified  in  the  same  way. 

1.1-9    dmsUlcotlon  System  ShouM  Mlnlartio 
Hood  ffer  Ad|vstniont 

Where  the  reporting  units  differ  as  to  daasifi- 
eation,  as  is  frequently  the  case  among  several 
statistical  agencies,  care  must  be  taken  to  adjust 
lor  the  differences  when  data  from  two  or  more 
agencies  are  used  in  making  estimates.  Clearly, 
it  is  advantageous,  from  this  point  of  view,  to 


sdect  a  classification  system  that  will  minimifs* 
the  need  for  adjustment. 

1.1-4     Contfnulty  of  ClassfflcoHon  DesIrabU 

At  the  same  time,  some  degree  of  continuity 
of  classification  is  essential  to  economic  interpre- 
tation of  the  statistics.  Accordingly,  the  BLS 
practice  has  been  to  classify  a  specific  industry 
as  of  a  given  period  and  to  maintain  this  classifi- 
cation for  a  reasonable  length  of  time,  thereby 
permitting  analyses  of  industrial  trends  of  em- 
plojrment.  Establishments  are  classified  accord- 
ing to  their  major  activity  on  the  basis  of  value 
of  product  or  service  in  relation  to  the  industrr 
definition. 

1.1-S     BLS  ond  Changes  In  Closslflcation 

Only  relatively  permanent  changes  in  product 
or  service  are  regarded  as  industry  conversions 
by  BLS.  Thus,  no  changes  in  classification  were 
made  by  BLS  during  the  war,  except  where 
wartime  changes  in  product  or  service  cut  acrrw** 
industry  division  Imes. 

1.1-6    Policy  Under  Stote  Program 

Hie  present  policy  under  the  State  Program 
is  to  make  all  changes  in  the  codes  of  BLS  re- 
porters effective  in  the  period  for  which  the  next 
benchmark  will  be  prepared.  However,  provi- 
sicm  exists  for  making  intermediate  revisions  in 
instances  where  such  changes  would  result  in 
significant  differences  in  published  categories  of 
employment  (see  sec.  2,  vol.  n,  for  more  com- 
plete expression  of  classification  policy). 
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1.1-7     SIC— SSA  ClossiflcaHon  System 

The  classification  system  being  used  under  the 
State  Program  is  the  Standard  Industrial 
Gassification  for  manufacturing  and  the  1942 
Social  Security  classification  for  nonmanufac- 
turing.  Estimates  are  published  within  the 
framework  of  this  system,  comprising  industry 
divisions^  major  groups  (2-digit  codes),  tn- 
duatry  grawps  (3-digit  codes),  and  industries 
(4-digit  codes). 


1  Jt-t    Source  of  BLS  Codes 

The  codes  being  used  for  BLS  reporters  wwe 
for  the  most  part  obtained  from  the  BOASI  in 
1947  and  1948.  Differences  between  BLS  and 
BOASI  codes  were  investigated  and,  wherever 
possible,  reconciled.  The  sources  of  coding  in- 
formation for  new  reporters  are  the  "principal 
products"  or  "kind  of  business"  question  on  the 
BLS  schedule  and  information  available  in  the 
Contract  State  agencies. 


1.3     INDUSTRIES  FOR  WHICH  ESTIA^TES  ARE  MADE 


1.3-1     Minimum  Requirements 

Li  the  State  employment  program,  minimum 
requirements  are  that  estimates  be  compiled  for 
employees  in  nonagricultural  establishments  by 
nine  major  industry  divisions  and  by  approxi- 
mately 40  major  groups.  The  list  is  shown  in 
section  8,  volume  11. 

1.3-2     Detail  In  Worksheet  Estimotes 

In  addition,  worksheet  estimates  should  be 
made  for  finer  industrial  segments,  in  order  to 


provide  more  accurate  estimates.  In  most  cases 
this  means  compiling  estimates  fw  each  2-di^t 
major  industry  group  and  in  some  cases  for 
3-digit  industry  groups  and  even  for  4-digit 
industries.  Employment  figures  for  the  3-digit 
groups  comprising  a  2-digit  major  group  should 
add  to  the  2-digit  total.  The  same  rule  applies 
to  the  4-digit  industry  components  of  a  3-digit 
group.  Three-digit  groups  from  two  different 
2-digit  major  groups,  or  4-digit  industries  from 
two  different  8-digit  groups  should  not  be 
combined. 


1.4     BENCHMARKS  —  GENERAL  PROCEDURE 


1.4-1     Usual  Source  of  Benchmark  Data 

A  complete  count  or  benchmark  is  necessary 
as  a  reference  point  on  which  BLS  estimates 
can  be  based.  State  Program  benchmarks  for 
1938  and  subsequent  years  have  been  based  pri- 
marily on  UC  date.  The  Bureau  of  Old- Age 
and  Survivors  Insurance,  the  Interstete  Com- 
merce Conunission,  the  United  Stetes  Maritime 
Conmiission,  and  other  agencies,  both  public 
and  private,  also  supply  date  which  are  used  in 
preparing  benchmarks.  New  benchmarks  are 
esteblished  annually,  in  general,  for  the  Stete 
Employment  Statistics  Program,  and  apply  to  a 
given  3-month  period. 

1.4-2     General  Method 

The  general  method  of  compiling  bench- 
marks, described  in  deteil  in  section  3,  volume 
H,  applies  to  nearly  all  of  the  industries  coverod 
by  the  Federal  Unemployment  Compensation 


Act  and  the  unemployment  compensation  laws 
of  the  various  Stetes.  The  principal  exertion 
is  the  OMistruction  industry,  which  presents 
special  problems  in  estimating  employment  and 
is  treated  fully  in  section  9,  volume  II.  Public 
employment,  not  covered  by  unemployment 
compensation,  is  discussed  in  section  10,  volume 
II.  Several  other  industries,  both  covered  and 
noncovered,  which  present  special  problems,  are 
discussed  in  section  11,  volume  H. 

1.4-3     UC  Data 

Unemployment  compensation  date,  generally 
speaking,  are  the  principal  source  of  benchmark 
date  for  covered  industries.  The  UC  annual 
report,  ES-203,  provides  employment  date,  by 
3-digit  industry,  for  each  month  of  the  year. 
The  UC  quarterly  report,  ES-202,  conteins  date 
by  2-digit  industry;  for  most  States  the  report 
includes  only  esteblishments  which  have  i«- 
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1.4-9    lie  Ooto— Ccmtmiied 

ported  for  both  the  current  and  preceding  quar- 
ters aa  of  the  cut-off  date  for  preparing  the 
ES-202,  and  for  the  remaining  States  the  report 
is  in  the  form  of  estimates  of  total  covered  em- 
ployment for  the  current  quarter.  Primary 
reliance,  for  the  purpose  of  developing  bench- 
marks in  the  State  Program,  is  placed  on  special 
listing  tabulations  similar  to  the  ES-203  report. 


1.- 


Choniclefflslics  of  UC  Data 

Certain  characteristics  of  the  UC  data  make 
it  necessary  to  supplement  and  adjust  these  data 
in  order  to  obtain  benchmarks.  Briefly  stated, 
the  more  significant  of  these  characteristics  are : 

(a)  SuB-OF-FmiE  Exclusions.  Several  of 
the  States  do  not  require  participation  in  the 
UC  program  by  firms  employing  fewer  than  a 
specified  niimber  of  employees  (usually  8). 

(b)  TiMB  PlKmaiOK  Ezgutsions.  Several 
of  the  States  do  not  require  participation  by  an 
employer  unless  he  has  employed  the  required 
fwitilmnTn  number  of  employees  in  a  specified 
number  of  weeks  (usually  20). 

(c)  CiLASsiriOATioiff  DmnaiENCEs.  Until  a 
more  complete  integration  of  BLS  and  B£S 
industrial  classification  instructions  has  been 
achieved,  there  may  be  some  differences  in  the 
tioiiiic  of  code  dianges,  particularly  in  States 
where  the  employment  security  agency  is  not 
preparing  current  estimates  in  cooperation  with 
BLS.  The  classification  of  large  firms  must 
therefore  be  diecked  in  preparing  benchmarks 
to  insure  that  they  have  the  same  classification 
in  the  new  benchmarks  as  in  the  sample ;  differ- 
enoes  wMch  may  be  uncovered  will  help  in  the 
analysis  of  possible  differences  in  levels  between 
the  benchmarks  and  the  State  series. 

(d)  DiiTERENCES  IX  Bepobtikg  Units.  The 
same  firm  may  report  to  both  BLS  and  UC  and 
still  not  comprise  the  same  industrial  elements 
in  its  reported  data.  Thus,  a  reporting  unit 
comprising  several  establishments  may  submit 
one  employment  figure  for  the  entire  unit  to 
UC  and  separate  employment  figures  for  some 
but  not  all  of  the  several  establishments  to  BLS. 

(e)  Delinqusnct.    Some  employers  submit 


their  data  too  late  lor  indmion  in  the  UC 
report. 

(f )  Maximum  Income  Exclusions.  Work- 
flvs  who  have  earned  $3,000  before  the  end  of 
the  year  from  a  single  employer  and  whose 
wages  are  therefore  no  longer  liable  to  UC  taxa- 
tion may  be  erroneously  omitted  from  empl(^- 
ment  counts  by  some  employers. 

1.4^     Need  for  UsHng  Tabulations 

Partly  because  of  the  facts  just  listed,  and 
to  permit  more  careful  editing  of  the  data  re- 
ported by  employers  to  the  State  UC  agencies, 
benchmarks  are  usually  based  on  special  listing 
tabulations  of  individual  UC  employer  reports 
for  a  given  quarter  rather  than  on  the  ES-203 
itself. 


IJ     CURRENT  ESTIMATES 


1.4-6     SfnolUFirm  Dofa 

In  those  States  with  size-of-firm  exclusions, 
an  appreciable  segment  of  the  total  employment 
figure  is  often  excluded  from  the  UC  totals.  It 
is  necessary,  therefore,  to  supplement  the  UC 
figures  with  some  small-firm  data.  BOASI 
data  for  small  firms  are  usually  used  to  supple- 
ment the  UC  data. 

1.4-7     Other  Sources  of  Bonchmark  Dofa 

Sole  reliance  should  not  be  placed  on  the 
above  data  in  the  development  of  benchmarks. 
Intensive  investigation  should  be  made  in  each 
State  to  determine  whether  or  not  other  infor- 
mation is  available  for  this  purpose.  For  ex- 
ample, some  States  conduct  an  annual  census 
of  manufactures,  while  most  States  have  divi- 
sions of  factory  inspection  which  generally  have 
on  file  a  certain  amount  of  employment  data. 
In  addition,  the  information  compiled  by  the 
Committee  for  Economic  Devdopment  in  some 
3,000  communities  may  be  of  value  in  checking 
lists  of  firms.  The  Washington  office  should 
be  advised  of  all  such  sources  of  benchmark 
data  in  a  State. 

1.4-8     Roforonco:  Industries  Requiring  Spociol 
Treofmenf 

See  sections  9,  10,  and  11,  volume  II,  for 
special  practices  followed  in  preparing  bench- 
marks in  selected  industries. 


1.S-1     Gonoral  Method 


BLS  State  estimates  are  derived  by  a  bench- 
mark and  link-relative  technique.  First,  a 
benchmark  is  established.  Then,  from  a 
monthly  series  of  employment  statistics,  link- 
relatives  are  computed  by  dividing  the  employ- 
ment in  establishments  in  one  month  by  the  em- 
ployment in  the  same  establishments  in  the  pre- 
ceding month.  These  ratios  or  link-relatives 
are  chained  to  the  benchmark  to  obtain  succes- 
sive monthly  estimates.  Projection  of  bench- 
marks into  current  estimates  may  be  carried  out 
by  means  of: 

(a)  Link-relatives  derived  from  the  BUS 
State  sample. 

(b)  Link-relatives  derived  from  other  em- 
ployment data  (frequently  ES-202  data). 

(c)  Link-relatives  derived  from  related  series 
of  nonemployment  data. 

(d)  Extrapolating  the  benchmarks:  e.  g.,  by 
an  index  based  on  known  seasonal  movement; 
perhaps  even  as  a  constant. 

The  order  of  preference  for  these  methods  is 
the  order  in  which  they  are  listed.  However, 
for  nearly  all  industries,  an  adequate  BLS  State 
sample  is  the  only  really  satisfactory  device  and 
samples  should,  therefore,  be  developed  as  rap- 
idly as  possible.    These  methods  are  treated  in 


more  detailed  fashion  in  section  4,  rolume  II. 
1.5-2    Selection  of  the  Sample 

Originally,  the  sample  was  set  up  for  the  basic 
purpose  of  estimating  national  data  and  could 
not  be  depended  upon  to  yield  reliable  State 
estimates.  However,  attempts  have  been  made 
to  improve  the  sample  in  each  State,  and  work 
is  progressing  on  developing  a  scientifically 
stratified  sampling  design  upon  which  the  sam- 
pling work  in  each  State  can  be  based.  Until 
the  scientific  sampling  plan  can  be  set  up,  pres- 
ent samples  must  be  examined  and  deficient 
samples  should  be  expanded.  Ebcpansion  should 
be  controlled  rather  carefully  because  of  the 
additional  schedule  processing  work  involved. 

1J^     Checking  the  Estimates 

The  estimates  should  be  examined  carefully 
for  conformity  with  known  economic  develop- 
ments. Similarly,  the  short-time  trend  and  sea- 
sonal movement  should  be  compared  with  other 
agency  data  such  as  the  UC  quarterly  reports 
( ES-202)  and  with  special  material  compiled  by 
other  divisions  of  the  BLS  or  by  other  Gov- 
ernment agencies.  Such  examination  will  indi- 
cate whether  the  estimates  are  getting  out  of 
line  and  thus  show  the  need  for  revisions  in 
techniques  or  adjustment  of  the  levels  or  move- 
ments of  the  data. 


1.6    REVISIONS 


1.4-1     Need  for  Revisions 


It  has  been  noted  that  estimates  are  prepared 
by  projecting  the  benchmark  on  the  basis  of  em- 
ployment changes  in  the  BLS  sample.  These 
estimates  are  subject  to  revision  as  a  result  of 
sampling  bias,  late  reporting,  omission  of  new 
firms,  errors  in  reporting,  and  other  causes.  It 
is  frequently  possible  to  observe  inadequacies 
in  the  original  estimates  after  their  publication, 
as  subsequent  information  comes  to  light.  Ac- 
cordingly, these  estimates  are  tacitly  acknowl- 
edged to  be  subject  to  revision. 


1.4-2     Monthly  Revisions 

The  monthly  State  release  includes  estimates 
for  the  current  month,  the  preceding  month, 
and  the  current  month  of  a  year  ago.  The  cur- 
rent month  estimate  is  based  on  preliminary 
tabulations  of  sample  establishments.  The 
estimate  for  the  preceding  month  is  based  upon 
the  regular  monthly  tabulations  for  that  month 
and  is  a  revision  of  the  preliminary  estimate  of 
that  month.  Data  received  from  late  reporters 
and  additional  information  which  has  become 
available  subsequent  to  preparation  of  the  esti- 
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1.6-2    Menfhiy  i«viifon»— Contiimtd 

mate  for  the  second  month  preceding  the  cur- 
rent month  may  indicate  that  the  eetimate  for 
that  month  should  be  revised  for  publication. 
If  desired,  in  such  eases,  current  month,  two 
preceding  months,  and  current  month  of  a  year 
ago  may  be  published  in  the  monthly  release. 

1 J-3    lanchmaric  ievltlMit 

The  next  regular  reyision  (after  the  monthly 
ravision  of  the  preyioui  month's  or  two  preTiooi 
months'  estimates)  will  be  Biade  when  a  new 
benchmark  is  available.  At  that  time,  the  series 
diould  be  revised  in  the  li|^t  of  information 
regarding  special  causes  of  error,  such  as  inf  or- 
mation  acquired  during  the  inter-benchmark 
period  ocmceming  a  large  new  firm  which  began 
operations  during  that  period  but  was  not  in- 
cluded in  the  sample  from  which  trends  were 
computed.  After  these  revisions  have  been 
made,  the  estimate  for  the  new  benchmark 
month  will  be  ndsed  or  lowered,  if  necessary, 
to  equal  the  new  benchmark,  while  the  estimates 
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for  the  inter-benchmark  mcmths  will  be  revised 
to  form  a  continuous  series  with  the  previous 
and  new  benchmarks.  Estimates  that  have  al- 
ready been  made  for  months  subsequent  to  the 
new  benchmark  month  will  also  be  revised  to 
form  a  part  of  the  new  continuous  series  (i.  e., 
the  sample  link-relatives  will  be  joined  to  the 
new  benchmark  for  months  subsequent  to  the 
new  benchmariE  month). 

1.6-4    Other  lavlslMis 

Bevisions,  other  than  the  monthly  and  the 
benchmark  revisions,  should  be  kept  to  a  min- 
imum. Only  really  significant  variations  from 
the  estimates  should  be  considered  as  justifica- 
tion for  revision  at  other  times.  The  Washing- 
ton office  will  be  notified  of  such  changes,  while 
cases  in  which  there  is  some  doubt  as  to  the  need 
for  revision  should  be  referred  to  Washington. 

1.6-5     Reference:  Detailed  Discussion 

The  subject  of  revisions  is  discussed  in  detail 
in  section  5,  volume  XL 


tJ     nWAtING  BENCHMAiKS  AMD  MAKING  THE  ESTIMATES 


U-l     Outline:  Step  fay  Step  Precedwe 

Following  is  a  general  outline  of  the  principal 
steps  involved  in  the  compilation  of  employ- 
ment estimates  from  establishment  data: 

(a)  Determine  the  industries  and  industxy 
groups  to  be  estimated  in  the  State,  bearing  in 
mind  the  minimiim  list  of  industries  for  which 
estimates  are  to  be  compiled. 

(b)  Determine  the  source  of  benchmark  data 
that  will  be  needed,  including  both  the  most  de- 
sirable forms  in  which  the  data  should  be  pre- 
sented and  alternative  forms.  UCandBOASI 
are  frequently  used  as  the  sources  although  all 
availaUe  sources  should  be  examined. 

(o)  Arrange  to  obtam  the  benehmark  data 


(d)  Check  the  daaiifications  of  the  laigeet 
firms  by  both  BLS  and  the  agency  whose  data 
an  used  as  benchmarks. 

(e)  Adjust  the  data  for  classification  diffoi^ 


(f)  Combine  data  frcMn  separate  sources, 
wlMre  necessary,  to  obtain  the  benchmarks,  e.  g., 
UC  plus  BOASI. 

(g)  Tabulate  the  sample  employment  data 
for  the  latest  benchmark  month  and  subsequent 
months  on  an  **identical  establishment'*  basis 
from  month  to  montii. 

(h)  For  manufacturing  industries,  resolve 
the  latest  benchmark  into  production  and  non- 
production  worker  components  using  the  ratio 
of  production  to  nonproduction  workers  in  the 
aunple  as  the  basis  for  the  break-down.  (But 
see  (1).) 

(i)  Obtain  the  ratio  of  production  workers 
in  the  month  following  the  latest  benchmark 
month  to  production  workers  in  the  latest  bench- 
mark month ;  obtain  the  corresponding  ratio  for 
nonproduction  workers. 

(j)  Multiply  the  production  worker  compo- 
nent of  the  latest  benchmark  by  the  production 
worker  ratio  obtained  in  (i)  to  obtain  the  pro- 


1.7-1     Outline:  Step  by  Step  Procedure — Con. 

duction  worker  estimate  for  the  month  f oUow- 
ing  the  latest  benchmark  month.  Obtain  the 
nonproduction  worker  estimate  for  the  same 
month  in  similar  fashion. 

(k)  Add  the  production  and  nonproduction 
worker  estimates  to  obtain  the  estimate  of  total 
employm^it. 

(1)  In  the  case  of  nonmanufacturing  indus- 
tries, project  total  employment  estimates  by 
applying  the  monthly  percentage  changes  in 
total  employment  in  the  sample  to  the  bench- 
mark. This  is  in  contrast  to  the  procedure  re- 
quired in  steps  (h)  through  (k)  for  manufac- 
turing industries,  a  basic  requirement  under 
the  State  Program  around  which  the  procedures 
in  the  following  sections  are  written.  However, 
in  small  States  where  an  hours  and  earnings 
program  is  not  contemplated,  the  procedure  for 
nonmanufacturing  industries  may  be  followed 
for  manufacturing  industries. 


(m)  When  the  estimates  for  the  separate  in- 
dustries have  been  completed  in  any  State,  add 
these  estimates  to  arrive  at  totals  for  major  in- 
dustry divisions.  Those  used  at  present  by  BLS 


are: 


(1)  Manufacturing. 

(2)  Mining. 

(3)  Contract  Construction. 

(4)  Transportation  and  Public  Utilities. 
(6)  Trade. 

(6)  Finance. 

(7)  Services. 

(8)  Miscellaneous. 

(9)  Government. 

The  sum  of  these  nine  divisions  will  comprise 
the  estimate  for  nonagricultural  establishments 
in  the  State. 

1T-2    Reference:  Detailed  DttcusslM 

Detailed  procedures  for  preparing  the  bench- 
marks and  making  the  estimates  are  described  in 
sections  3  and  4,  volume  II,  respectively. 


SEaiON  2 


Industrial  Classificati 


ion 
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2.1     INTRODUaiON 


2.1-1     G«ii«ral 


A  discussion  of  the  general  principles  of  in- 
dustrial classification  appears  in  volume  III, 
section  6.  Other  references  to  industrial  classi- 
fication are  made  where  appropriate  through- 
out this  Manual.  In  this  section,  certain  spe- 
cific points  on  operating  policy  under  the  State 


Program  and  on  interagency  classification  ac- 
tivity are  discussed.  It  will  be  noted  that 
present  BLS  and  BES  instructions  on  the 
timing  of  changes  in  classification  permit  dif- 
fering practice  between  contribution  report 
data  and  current  sample  data.  Bevisions  of 
instructions  to  avoid  this  are  now  under  study 
by  the  two  Federal  agencies. 


2.2     BLS  OPERATING  POLICY 


4 


2J-1     Crosslfying  on  Establishment 

The  BLS  classifies  an  establishment  on  the 
basis  of  principal  product  or  activity  as  deter- 
mined from  annual  sales  value.  Product  or 
activity  information  is  called  for  on  the 
schedule. 

When  clear-cut  evidence  is  available  indicat- 
ing that  the  classification  of  an  establishment  on 
this  basis  does  not  adequately  represent  the  ac- 
tivity involving  the  largest  amount  of  employ- 
ment, the  matter  should  be  brought  to  the 
attention  of  the  Washington  office  of  the  BLS. 

2.1-2     Th«  Reporting  Unit 

A  reporting  unit  is  that  unit  which  submits 
employment  reports.  It  is  usually  an  establish- 
ment but  may  be  a  group  of  establishments  in  an 
area,  Stete  or  in  the  entire  United  States,  a  de- 
partment, agency,  division,  etc.  When  one  re- 
port covers  more  than  one  establishment,  the 
actual  number  of  establishments  is  included  in 
the  tabulations.  When  a  report  covers  a  depart- 
ment of  an  establishment,  the  department  is 


counted  and  classified  exactly  as  if  it  were  a  dis- 
tinct establishment.  The  "number  of  establish- 
ments" colunm  on  a  BLS  tabulation  therefore 
consists  of  the  total  number  of  establishments 
reported  on  individual  and  consolidated  reports, 
plus  the  number  of  departments  reported 
separately. 

2.2-3     Th«  Classification  of  Central  Adminis- 
trative Offices 

The  classification  of  central  administrmtiv© 
offices  (not  wholesale  outlets)  of  multi-industry 
firms  often  is  a  knotty  problem.  The  office  may 
administer  establishments  in  several  industries 
and  the  allocation  of  personnel  is  usually  not 
feasible.  In  such  cases,  the  office  should  first 
be  classified  by  the  major  activity  among  the 
units  administered  (manufacturing,  trade, 
service,  etc.)  and  then  into  the  industry  repre- 
sented by  the  largest  estabUshment  within  this 
major  field  of  activity  if  the  industries  differ. 
This  rule  is  merely  a  general  guide.  All  dilB- 
cult  cases  should  be  reported  to  the  BLS  office 
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Tli«  Ckn^coflon  of  Ctntrd  Admlnlt- 
IfBlivt  Offlc*t — Continued 

.in  Washington.  In  d«tennimng  **major  mc- 
tivity  among  the  units  administered"  it  would 
probably  be  best  to  use  number  of  employees  as 
a  criterion  in  most  cases.  Gross  sales  may  be 
meaningless  as,  for  example,  in  the  case  of  a 
central  office  administering  a  manufacturing 
plant  and  wholesale  outlets.  The  sales  are 
realized  through  the  wholesaling  activity,  but 
manaf  actuie  is  obviously  the  important  activity 
from  the  point  of  view  of  classification.  *The 
krgest  establishment  within  this  major  field  of 
activity''  should  also  probably  be  determined  by 
the  number  of  employees,  but  this  may  be  more 
variable. 

13-4    kilMal  Codlif  «l  EstabHshments 

The  new  SIC  codes  were  initially  obtained 
for  BLS  reporters  from  the  BOASI.  They 
were  based  on  the  information  BOASI  had  on 
hand  or  obtained  ("refiling"  project — see  vol.  I, 
sec  4.&-7)  during  1946.  Differences  from  the 
BOASI  codes  were  reconciled  as  far  as  possible 
through  information  available  to  BLS  and 
through  the  State  UC  agencies. 

IBitaMiBhmftnts  which  became  BIS  respond- 
eiita  alter  the  termination  of  the  BLS-BOASI 
matching  project  were  coded  on  the  baaia  of 
information  submitted  on  the  BLS  schedule 
and  whatever  other  information  was  available 
(ezample—UC  code). 

2 JIf-S    Chonget  in  Cedes 

(a)  IvrttoDUcnovf.  In  establishing  bench- 
marls  each  year,  there  is  some  systematic  check- 
ing of  the  industry  codes  of  BIS  reporters,  the 
•HiKit  varying  from  year  to  year  (usually 
covered  in  memorandb).  Under  the  State 
Program  aM  ehangea  im  ihe  ecdet  of  BLS  re- 
porUm  w3l  ho  mado  offeetive  with  the  sample 
laMMiMi  of  identieal  fhrnt  for  the  fnt  H 
momlthe  of  the  quarter  for  which  henehmarks 
ioUl  later  he  obtained.  For  example,  if  the  first 
quarter  of  1949  is  expected  to  be  a  benchmark 
quarter,  then  all  code  changes  required  by  in- 
formation which  becomes  available  after  the 
quarter  of  the  previous  benchmarks  will  be  made 
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effective  with  the  sample  tabulation  for  Janu- 
ary-February 1949.  When  the  benchmark  data 
for  the  first  quarter  of  1949  later  become  avail- 
able, these  code  changes  should  be  incorporated 
in  the  benchmarks  if  they  are  not  already  in- 
cluded. In  summary,  since  the  new  codes  for 
establishments  involved  in  a  change  will  be  in- 
troduced simultaneously  for  both  January  and 
February  data,  the  employment  aggregates  for 
the  industries  involved  will  not  be  materially 
affected  until  adjustments  to  the  new  bench- 
marks are  mado  (see  vol.  II,  sec  6) ;  hence  in  the 
interim  the  employment  levels  of  the  reclassi- 
fied establishments  will  be  reflected  in  the  old 
industries  while  the  trends  in  the  reclassified 
establishments  will  be  affecting  the  new 
industries. 

(b)  Basbb  Ktt  Com  Chaivobs.  There  will 
in  general  be  two  bases  for  code  changes: 

(1)  The  existing  code  is  in  error.  The  BES 
refers  to  these  as  "noneconomic  code  changes." 
{Note:  The  BES  also  includes  code  changes 
due  to  changes  in  classification  structure  among 
noneconomic  code  changes;  see  vol.  I,  sec. 
4.7-3  (b)  (6)  for  a  detailed  description  of  the 
types  of  code  changes  as  defined  by  BES.) 

(2)  There  has  been  a  change  in  the  respond- 
ent's industrial  activity.  The  BES  divides 
these  into  two  subgroups,  "small  units  and  com- 
plete conversions"  and  "gradual  conversions." 

(c)  ExGHANOB  or  Intormation  Bktwesn 
Washington  and  tbb  Contract  State  Agkn- 
cns.  No  changes  should  he  m>ade  in  the  codes 
of  BLS  reporters  without  clearance  with  the 
Washington  office  of  BLS.  Whenever  infor- 
mation is  available  in  a  State  indicating  that 
the  code  for  a  BLS  reporter  is  incorrect  (UC 
codes  when  checking  benchmark  listings,  in- 
formation from  the  respondent,  errors,  etc), 
this  information  should  be  transmitted  in  a 
memorandum  to  Washington.  The  memoran- 
dum should  c(Mitain  the  full  name,  address,  and 
BLS  codes  encountered  or  proposed,  the  reasons 
therefor,  and  any  other  helpful  information, 
comments,  etc  Additional  sources  for  check- 
*ing  are  available  in  Washington.  (See  the 
discussion  on  interdepartmental  committees  on 
classification  in  vol.  11,  sec  2.3.)    Conversely, 


2.2-5     Changes  in  Codes — Continued 

should  Washington  initiate  a  change  in  code, 
the  affected  Contract  State  agency  will  be  noti- 
fied along  with  the  reasons  therefor.  Files  of 
authorized  code  changes  shall  be  kept  both  in 
Washington  and  in  the  State  office  for  changing 
the  codes  of  the  BLS  reporters  at  the  appro- 
priate time  and  for  subsequent  verification  of 
their  incorporation  in  the  benchmarks. 

(d)  Existing  Code  Is  in  Error.  Coding 
differences  of  this  type  are  attributable  to  er- 
roneous information,  erroneous  interpretations, 
clerical  errors,  etc.  The  incorrect  code  will 
usually  have  been  in  effect  from  the  time  the 
respondent  began  reporting  to  BLS  or  from  the 
previous  benchmark  period,  whichever  is  later. 
Since  large  reporters  are  usually  checked  care- 
fully, carrying  coding  errors  in  a  few  small 
firms  until  the  next  benchmark  period  should 
not  lead  to  much  difficulty. 

(e)  A  Change  in  the  Respondent's  Indus- 
trial Acnvrrr. 

(1)  Complete  conversions.  These  involve  a 
sudden  and  complete  change  from  one  industrial 
activity  to  another.  They  have  often  been 
characterized  by  a  substantially  complete  shut- 
down for  a  short  period  for  retooling  and  plant 
reorganization.  Complete  conversions  are  also 
effected  without  a  shut-down,  in  which  case  the 
old  and  the  new  activities  overlap  during  a  brief 
period.  Complete  conversions  were,  of  course, 
important  around  the  war  period,  but  may  oc- 
cur occasionally  in  the  future. 

(2)  Gradual  conversions.  These  cases  will 
probably  be  the  most  troublesome.  They  are 
cases  in  which  the  shift  from  one  product  to 
another  takes  place  over  a  long  period  ranging 
from  several  months  to  several  years.  The 
greatest  difficulty  in  these  cases  will  be  in  de- 
ciding whether  the  change  is  permanent.  For 
example,  an  establishment  reports  the  distribu- 
tion of  its  gross  income  as  45  percent  due  to 
product  A  and  55  percent  to  B  in  one  year  and 
55-46  the  next.  Can  it  be  assumed  that  the 
change  will  continue?  The  answer  will,  of 
course,  depend  on  the  particular  industries  and 
establishment  involved.  Often,  more  informa- 
tion will  have  to  be  sought. 
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As  a  general  rule  where  the  major  activity  of 
a  firm  as  measured  by  annual  gross  value  of 
product  shifts  back  and  forth,  it  is  not  desir- 
able to  change  the  code  with  each  annual  shift. 
Such  changes  lead  to  breaks  or  changes  in  em- 
ployment which  exaggerate  what  actually  is 
going  on.  For  example,  let  us  say  an  establish- 
ment has  3,000  employees  theoretically  allocable 
to  product  A  and  4,000  to  B  the  first  year,  and 
4,000-3,000  the  next.  A  change  in  code  from 
industry  B  to  A  would  result  in  an  employment 
increase  of  7,000  in  industry  A,  while  an  increase 
of  only  1,000  has  occurred,  and  in  a  decrease 
of  7,000  in  B,  while  a  decrease  of  only  1,000  has 
occurred.  If  the  situation  is  reversed  the  fol- 
lowing year,  correspondingly  magnified  changes 
would  show  up  in  the  other  direction.  Accord- 
ingly, the  code  that  should  be  retained  is  that 
code  which  most  nearly  represents  the  firm's 
major  activity  over  several  years,  if  this  is  de- 
terminable. Otherwise,  it  is  preferable  to 
retain  the  first  code  assigned. 

When  a  gradual  change  in  major  activity 
appears  to  be  permanently  established,  the 
change  should  be  reflected  in  the  first  benchmark 
period  following  recognition  of  the  change.  If 
the  permanence  cannot  be  established,  it  is 
preferable  to  retain  the  old  classification  for 
another  year.  Should  a  change  again  be  indi- 
cated by  the  product  information  submitted 
for  the  second  year,  the  change  could  then  be 
regarded  as  permanent. 

(f)  Exceptions.  There  may  be  times  when 
establishments  whose  codes  need  changing  are 
so  large,  or  the  cumulative  effect  of  several 
needed  code  changes  is  so  great,  that  it  would 
be  desirable  to  make  the  changes  and  revise  the 
affected  series  between  benchmark  periods. 
Such  changes  should  be  kept  to  an  absolute 
minimum.  In  deciding  whether  or  not  such 
revisions  should  be  made,  the  criteria  set  forth 
in  vol.  II,  section  4.5-7,  should  be  used  as  a 
guide. 

(g)  Summabt.  The  policy  outlined  here  is 
one  of  fixed  classifications  between  benchmaik 
periods.  The  BLS  uses  fixed  classifications, 
rather  than  continuously  changing  or  current 
classifications  (i.  e.,  making  changes  as  soon  as 
it  is  determined  that  a  change  has  occurred)  for 
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1.2^     ChongM  in  Cod«« — Continued 
the  following  reasons : 

(1)  While  the  BLS  shows  employment  levels, 
its  primary  short-term  interest  is  in  month-to- 
month  changes.  If  continuous  changes  in 
classification  were  permitted,  month-to-month 
changes  in  employment  and  pay  rolls  might  be 
distorted. 

(2)  A  claim  to  complete  currency  could  not 
be  made  without  a  program  of  continuous 
checking  of  establishment  activities  and  of 
prompt  changes  in  records.  Continuous  check- 
ing and  prompt  record  changes  is  a  sizable  ad- 
ministrative task  which  the  BLS  cannot  under- 
take or  recommend  to  the  contract  States. 

(3)  Some  reference  has  already  been  made 
to  the  desirability  of  interagency  uniformity. 
At  the  present  time  there  is  a  much  better  out- 
look for  achieving  this  if  classification  changes 
are  made  at  specified  periods  rather  than  con- 
tinuously for  obvious  administrative  reasons. 

(4)  It  mmy  be  argued  that  by  not  making 


classification  changes  when  they  occur,  the 
actual  shifts  of  American  industry  and  there- 
fore changing  levels  of  employment  by  product 
are  not  being  properly  reflected.  However,  it 
has  already  been  noted  that  the  classification  of 
establishments  gives  only  an  approximate  pic- 
ture by  product.  Continuous  shifts  in  classifi- 
cation can  hardly  improve  the  approximation 
since  secondary  products  are  carried  with  the 
shifts. 

In  making  classification  changes  only  at  the 
benchmark  period,  changes  in  establishment 
activity  are  accounted  for  without  losing  the 
month-to-month  detail  and  without  the  huge 
administrative  task  of  continuously  checking 
classifications.  Since  series  are  tapered  grad- 
ually to  the  benchmark  levels,  this  method  per- 
mits as  good  a  claim  as  any  to  actually  repre- 
senting what  is  going  on  in  American  industry. 
Except  for  the  war  period  most  activity  changes 
are  gradual,  pointing  to  tapering  rather  than  to 
sudden  shifts. 

The  following  table  smmnarizes  the  actions 
to  be  taken  when  changes  in  codes  are  indicated : 


Basis  for  code  change 

Immediate  action 

Nn^ify  Wttff>>lTlgt,On 

Change  to  be  made  at  following 
benchmark  period. 

Change  to  be  made  at  the  bench- 
mark period  following  deter- 
mination of  permanence. 

Change  to  be  made  at  the  bench- 
mark period  following  conver- 
sion. 

Cksdual  conversion 

(a)  When  change  in  annual  major  activity  first 

appears,  try  to  find  out  if  permanent.    If 
not  expected  to  be  permanent,  do  not 
make  code  change. 

(b)  If  expected  to  be  permanent,  notify  Wash- 

ington. 
(o)  If  permanence  cannot  be  ascertained,  wait 
another  year.    If  major  activity  repeats, 
regard  change  as  permanent  and  notify 
Washington. 

Notify  Washington 

Complete  oamvenioo 

2.2-4     Coding  Guides 

BLS  operating  personnel  and  the  users  of 
BLS  data  will  find  the  following  coding  guides 

belpfol: 
(ft)  Gekesal. 
(1)  Standard  Industrial  Classification  Man- 


ual, Vol.  I,  Manufacturing  Industries,  Part  1, 
Titles  and  Description  of  Industries  (Nov. 
1945). 

(2)  Standard  Industrial  Classification  Man- 
ual, Vol.  I,  Manufacturing  Industries,  Part  2, 
Alphabetical  Index  (Dec.  1945). 
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Industrial  Classification 


2.2-6     Coding  Guides — Continued 

(3)  Standard  Industrial  Classification  Man- 
ual, Vol.  I,  Manufacturing  Industries,  Part  2, 
Alphabetical  Index  by  Industries  (Nov.  1945). 

(4)  Social  Security  Board,*  Industrial  Classi- 
fication Code,  Vol.  I,  Description  of  Industries 
(1942) ;  only  the  nonmanufacturing  sections  are 
needed. 

(6)  Social  Security  Board,*  Industrial  Classi- 
fication Code,  Vol.  ni,  Nonmanufacturing  In- 
dex (1942). 

(b)  CoMPAKisoNs  OF  Old  BLS  Codes  wtth 
Codes  from  Otheb  Structures, 


2.^.1 


f 


(1)  Manufacturing — SW. 


Conversion  List  #1— In  BLS  industry  code 
order. 

Conversion  List  #2— In  SIC  industry  code 
order  and  showing  SIC  3-digit  and  &- 
digit  summaries  of  the  BLS  codes  cov- 
ered. 

Conversion  List  #3— A  recapitulation  of 
the  2-digit  summaries  in  Conversion  list 
#2. 

Conversion  List  #4— By  BLS  major  group 
showing  industry  detaiL 

(2)  Nonmanufacturing— SSA  {Except  Conr 
struction  and  Government). 

In  SSA  code  order  (June  1945). 

In  BLS  code  order  (August  1945). 


2.3     INTERAGENCY  COMMITTEES 


2.3-1  Intaragenqr  Committee  on  the  Develop- 
ment and  Application  of  Standard 
industrial  Clossification 

The  Division  of  Statistical  Standards  has  es- 
tablished an  Interagency  Committee  on  the  De- 
velopment and  Application  of  Standard  Indus- 
trial Classification  which  will  concern  itself 
with:  (1)  the  development  and  maintenance  of 
the  standard  industrial  classification;  (2)  poli- 
cies regarding  the  application  of  the  standard 
classification  to  individual  records,  including  the 
introduction  of  revised  codes,  the  timing  and 
frequency  of  code  changes,  etc ;  (3)  methods  for 
insuring  comparability  of  industrial  classifica- 
tion for  the  same  establishments  from  agency 
to  agency,  including  measurement  of  differences 


*  Now  the  Social  Sccnrity  Admlalstntion. 


in  statistical  series  arising  from  lack  of  uni- 
formity; (4)  problems  of  comparability  arising 
from  the  use  of  industrial  classifications  for 
different  purposes  (measurement  of  employ- 
ment, accidents,  production,  etc.),  or  arising 
from  differences  in  the  concept  of  the  reporting 
unit  (establishment,  concern,  or  financial  unit) ; 
and  (5)  the  establishment  of  a  central  file  of 
establishments. 

In  contrast,  the  major  effort  of  interdepart- 
mental committees  on  classification  has  in  the 
past  been  directed  toward  the  development  of 
classification  structures.  You  will  be  kept  in- 
formed of  important  developments  resulting 
from  the  work  of  this  Committee  and  its  sub- 
committees. Problems  you  encounter  in  classi- 
fication which  may  be  alleviated  tlirough  inter- 
agency action  should  be  submitted  in  detail  to 
Washington. 
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SEaiON  3 


Benchmarks 


r 


3.1     GENOAL 


9.1—1     SompI*  Etrimotot  Require  Base 

One  way  to  secure  current  statistics  for  em- 
ployment in  ncmagricultural  establishments 
would  be  to  conduct  a  complete  census  of  em- 
ployment every  month  in  all  such  establish- 
ments. Such  a  procedure  would  be  open  to 
many  objections,  not  the  least  of  which  is  that 
the  cost  in  money  and  time  would  be  prohibitive. 
Therefore,  it  is  necessary  to  prepare  monthly 
estimates  from  employment  reports  furnished 
by  a  smaU  sample  of  the  total  number  of  estab- 
lishments. To  determine  the  proper  levels  of 
employment,  however,  it  is  essential  to  know 
the  total  number  of  persons  employed  in  each 
nonagricultural  industry  for  some  given  time 
period.  When  such  information  is  available, 
it  is  possible  by  the  use  of  the  sample  to  project 
estimates  which  show  a  reasonably  correct  level 
of  employment. 

9.1-2     Sources  of  Benchmark  Dcrta 

Such  a  complete  count  (or  accurate  estimate) 
of  employment  for  a  given  period  is  called  a 
"benchmark."  The  Bureau  has  used  various 
benchmarks  in  the  preparation  of  its  employ- 
ment estimates.  The  national  series  on  manu- 
facturing were  formerly  based  on  the  censuses 
of  manufactures  which  were  taken  biennially 
for  a  number  of  years  through  1939.  Some  of 
the  national  series  for  nonmanuf acturing  indus- 
tries used  data  from  the  1939  census  of  business 
as  a  benchmark.    Since  1939  these  national 


series  have  been  adjusted  to  total  of  workers 
covered  under  the  Social  Security  Program.  In 
the  State  Program  a  complete  tabulation  of  em- 
ployment in  firms  liable  to  contributions  to  the 
State  unemployment  compensation  funds  has 
been  used.  This  tabulation  has  been  supple- 
mented by  data  from  the  BOASI  on  employ- 
ment in  firms  exempt  from  State  UC  laws  be- 
cause of  their  small  size,  and  by  special  bench- 
marks for  the  noncovered  industries;  that  is, 
those  which  for  one  reason  or  another  are  not 
subject  to  UC.  An  example  is  the  State  break- 
down of  employment  on  interstate  railroads  fur- 
nished from  time  to  time  by  the  Association  of 
American  Railroads. 

9.1-9     Benchmorks  Used  to  Correct  Uvob 

In  addition  te  giving  us  a  starting  point  for 
employment  estimates,  benchmarks  serve  an- 
other purpose.  Over  a  period  of  time,  an  esti- 
mate carried  forward  by  use  of  a  sample  may 
depart  quite  markedly  from  the  true  level  of 
employment  in  the  industry.  To  rectify  this 
deviation,  frequent  adjustment  of  the  series  to 
new  benchmarks  is  necessary.  The  most  com- 
mon type  of  error  is  the  downward  bias  pro- 
duced by  the  difficulty  of  introducing  new  firms 
into  the  sample  at  the  time  they  commence  oper- 
ations. Other  causes  of  difference  in  level  be- 
tween the  estimate  and  benchmark  are  unrepre- 
sentativeness  of  the  sample,  atypical  behavior  of 
sample  firms,  and  atypical  behavior  of  firms  not 
included  in  the  sample. 


m 


li 
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Benchmarks 
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3.1-4    UC-iOASI  Data  l«tt  Smirc*  of  Imich- 


Finns  in  industries  comprising  the  great  ma- 
jority of  workers  in  nonagricultural  employ- 
ment fnmish  quarterly  reports  on  employment 
to  the  State  UC  agencies  and  the  BOAS  I. 
These  data  are  the  best  source  of  benchmark 
material  for  recent  periods  for  nearly  all  major 
industries.  Therefore,  this  section  will  be  en- 
tirely confined  to  a  discussion  of  UC  and  BQASI 
benchmarks.  Information  on  benchmarks  for 
industries  other  than  government  not  covered  or 
only  partially  covered  by  the  SSA  and  UC 
Slate  legislation  is  given  in  volume  11,  section 


11.  Gk>vemment  employment  is  discussed  in 
volume  II,  section  10,  and  an  account  of  the 
special  problems  involved  in  the  use  of  UC- 
BOASI  benchmark  data  in  the  construction 
industries  is  given  in  volume  II,  section  9. 

3.1-5     Inference:  Records    ond    Roports    and 
OHior  Important  Utot  of  UC  Data 

The  problem  of  establishing  benchmarks  is 
closely  related  to  that  of  record  maintenance; 
therefore,  volume  11,  section  7,  should  be  read 
carefully,  as  well  as  section  3,  in  order  to  obtain 
a  complete  picture.  In  addition,  volume  II, 
section  4.5,  should  be  consulted  for  other  im- 
portant uses  of  UC  data. 


3.2     B»iCHMARK  USTING  TABULATIONS 


3J1-1     Doacriplion 


Benchmark  listing  tabulations  of  UC  ac- 
counts, for  use  in  the  State  Program,  have  gen- 
erally been  prepared  for  the  third  quarter  of 
each  of  the  years  1943,  1944,  and  1945.  The 
accounts  are  listed  by  employer  serial  number 
within  each  3-digit  UC  industry.  For  each 
separate  account  the  industry  code,  the  em- 
ployer serial  number,  the  area  code,  and  em- 
ployment for  each  of  the  3  months  (July, 
August,  and  September)  are  given.  For  the 
purpose  of  the  listing,  each  separate  break- 
down of  a  multi-industry  or  a  multi-area  ac- 
count is  considered  as  a  separate  account.  All 
amended  and  supplemental  accounts  are  in- 
<iaded  in  the  listing.  The  total  number  of  ac- 
counts and  the  total  onployment  in  each  of  the 
three  months  for  each  3-digit  industry  are  also 
aliown  on  the  listing.    An  example  of  such  a 

lilting  is  given  in  table  3.1. 

• 

3JI-2     1947  Bonchmailu 

A  listing  ior  the  third  quarter  of  1946  was  not 
used;  ini^ead,  one  for  the  first  quarter  of  1947 
was  generally  used.  The  reason  for  this  shift 
was  that  the  UC  agiencies  and  the  BOASI  had 
changed  to  the  SIC  code  structure  in  manufac- 
turing industries  effective  January  1,  1947.  It 
was  thought  that  the  most  effective  way  to  in- 
corporate the  code  changes  into  the  State  esti- 


mates was  to  adjust  them  to  a  first  quarter  1947 
benchmark.  The  new  series  began  on  the  basis 
of  the  new  industrial  classification  system,  and 
no  adjustment  was  required  of  the  1946  data  to 
the  1947  benchmark. 

3.3-^     Duo  Dalo 

If  a  contract  agency  is  not  a  UC  agency,  the 
benchmark  listing  tabulation  is  to  be  obtained 
from  the  UC  agency  in  the  State  about  7 
months  after  the  end  of  the  benchmark  quarter. 
Thus,  a  listing  tabulation  for  the  first  quarter 
(ending  March  31)  would  be  due  about  Novem- 
ber 1  of  the  same  year  or  as  soon  thereafter  as 
possible.  In  setting  a  due  date  approximately 
7  months  after  the  period  to  which  the  data 
relate,  it  is  assumed  that  the  benchmark  listing 
will  be  only  slightly  affected  by  delinquent  re- 
ports, correction  of  employer  reports,  and  other 
factors.  If  a  third  quarter  benchmark  is  used, 
the  benchmark  listing  tabulation  should  be  run 
at  the  time  the  UC  agency  prepares  the  ES-203 
for  the  year. 

3.2-4     Cut-off  Dato 

The  cut-off  for  inclusion  of  reports  in  the  list- 
ing should  be  the  latest  date  consistent  with 
meeting  tlie  due  date.  One  original  and  one 
carbon  of  the  listing  are  usually  required  in 
preparing  benchmarks,  particularly  in  non-UC 
contract  agencies. 


TABLE  3.1 

BENCHMARK  LISTING  TABULATION 
WIBST  DAKOTA      FIRST  QUARTER  1947 


Industry 


Area 


Serial 
number 


2012 
2011 
2011 
2012 

«r 

2012 
201 


090 
071 
082 
082 

007 


001152 
001167 
001203 
001205 

* 
19798 


25 


2024 

2022 

* 

* 


089 
068 

• 


001101 
001123 


* 
* 


3.2-3     Supplomontary  Matorial 

Certain  supplementary  materials  available  to 
UC  agencies  are  very  helpful  in  using  the  bench- 
mark listing  tabulations,  particularly  in  check- 
ing classification  changes.  One  of  these  is  a  re- 
port on  noneconomic  changes  in  employment.* 
This  must  be  submitted  by  each  UC  agency 
with  the  ES-203  for  the  previous  year.  Thus, 
"noneconomic  code  changes"  effective  January 
1,  1948,  are  submitted  with  the  1947  ES-203. 
In  reporting  "noneconomic  code  changes,"  total 
employment  for  December  would  be  shown  for 

'  Noneconomic  changes  In  employment  are  changes  due  to 
snch  noneconomic  factors  as  statntory  coverage  changes, 
"Doaeconomic  code  changes"  (L  e.,  necessitated  by  an  error 
or  a  change  In  the  classification  structure),  and  others. 


Employment 


January 


February 


March 


15 
1091 
2394 

57 


12 
13,  953 


72 

24 


* 


17 

25 

1175 

1127 

2320 

2176 

45 

77 

« 

• 

* 

« 

« 

* 

12 

14 

13,800 

13, 819 

80 

81 

27 

35 

i* 


each  3-digit  code  change.  Thus,  if  the  code  of 
10  firms  with  279  employees  in  December  1947 
in  industry  739  was  changed  to  industry  514  in 
1948,  the  entry  on  the  table  would  read  as 
follows: 


(niOINAL  CODS 

739 


NXWCODB 

514 


EMPLOYMENT 
OSCEICBEH  1947 

279 


In  addition  to  summaries,  many  UC  agencies 
have  lists  of  the  employer  serial  numbers  of  ac- 
counts involved  in  noneconomic  changes  giving 
the  industry  codes  (new  and  old,  where  rele- 
vant) and  employment  for  December  of  the 
year  previous  to  that  in  which  the  code  change 
was  effective. 


ir 
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%.1-ft     Changes  in  Stat*  UCCeveragaProvitiont        3.2-9     Editing  Benchmark  LisHngt 


In  non-UC  contract  agencies,  it  is  very  de- 
sirable to  have  a  statement  concerning  any 
changes  in  the  coverage  provisions  of  the  State 
UC  law  since  the  last  benchmark  listing  was 
received.  Siich  changes  are  of  two  kinds:  (1) 
those  incorporated  in  the  law  by  legislative  ac- 
tion and  (2)  those  resulting  from  court  and 
administrative  decisions.  State  UC  agencies 
frequently  have  available  printed  copies  of  the 
law  with  the  amendments  adopted  subsequent 
to  its  passage.  A  copy  of  this  should  be  ob- 
tained and  scrutinized  for  recent  changes  in 
coverage  provisions.  The  State  UC  agency 
should  also  be  asked  to  furnish  information  con- 
cerning administrative  and  court  decisions  af- 
fecting the  liability  of  segments  of  industry, 
classes  of  employees,  and  large  firms. 

3.S-7    Utting  TabulaHont  of  ES-202  and  ES- 
3(^  Accounts 

Mmy  State  UC  agencies  prepare  listing  tabu- 
lations of  the  accounts  used  in  their  ES-203 
and  ES-202  tabulations,  often  by  2-  or  3-digit 
industry.  If  these  are  available,  they  are  very 
useful  in  checking  on  delinquency,  code  changes 
which  took  place  during  the  year,  and  errors  of 
various  types. 

3.2-4     Economic  Code  Changos 

In  addition  to  classification  changes  made  at 
the  beginning  of  the  year,  UC  agencies  some- 
times shift  codes  at  other  times  of  the  year. 
This  is  especially  true  of  the  type  of  change 
known  as  an  **economic  code  change,"  that  is, 
one  involving  a  firm  which  converts  from  one 
industry  to  another.  If  in  checking  one  bench- 
mark listing  against  an  earlier  benchmark  (dis- 
cussed in  sec.  3.2-9)  an  industry  code  change 
is  found,  the  date  of  the  code  change  should  be 
ascertained  to  permit  later  analysis  of  possible 
differences  between  the  State  employment  esti- 
mates and  ES-203's.  Three  possible  sources  of 
tMs  information  are  the  materials  listed  in  sec- 
tions 3.2-5,  3.2-€,  and  3J^-7.  In  case  none  of 
these  sources  is  available  in  a  non-UG  Contract 
State  office,  it  will  be  necessary  to  write  to  the 
UC  agiency  to  determine  the  date  of  the  change. 


The  following  procedure  for  editing  the 
benchmark  listing  is  outlined  primarily  for  the 
benefit  of  non-UC  contract  agencies.  UC  con- 
tract agencies  will  adapt  the  procedure  to  fit 
their  own  situation. 

The  listing  should  be  checked  against  the 
benchmark  listing  for  the  previous  year  to  de- 
termine if  any  of  the  larger  accounts  are  miss- 
ing from  it.  If  any  are  missing,  a  further  check 
should  be  made  to  determine:  (a)  Those  which 
have  gone  out  of  business;  (b)  those  which  have 
successor  accounts;  (c)  those  involving  indus- 
try code  changes;  and  (d)  those  which  are  de- 
linquent. Employment  data  for  the  benchmark 
period  for  the  last  class  of  accounts  should  be 
obtained  from  UC  or  other  sources,  such  as  the 
BLS  report,  and  added  to  the  benchmark  totals. 
If  no  figures  are  available,  an  estimate  of  em- 
ployment for  the  firm  should  be  made,  and 
added  to  the  benchmark. 

The  benchmark  tabulation  should  also  be  ex- 
amined for  possible  errors.  Some  types  of  error 
are  duplication  of  reports  and  reporting  of  only 
one  employment  figure  for  the  quarter,  which 
may  be  repeated  as  constant  for  all  3 
months  of  the  quarter,  or  included  in  only  1 
month's  totals.  If  such  errors  are  discovered, 
they  should  be  corrected  both  on  the  listings 
and  in  the  totals.  If  a  firm  reports  a  single 
figure  for  all  three  months  of  a  quarter,  and 
employment  figures  from  another  source  such 
as  a  BLS  or  State  Employment  Service  report 
are  available,  they  should  be  substituted  for  the 
UC  report.  If  no  employment  data  from 
sources  other  than  UC  are  available,  figures 
for  the  3  mcmths  should  be  estimated  for  the 
larger  firms.  Such  estimates  may  be  based  on 
employment  trends  shown  by  other  large  firms 
in  the  industry.  In  the  case  of  smaller  firms 
substitution  or  estimation  of  employment  fig- 
ures will  be  necessary  only  where  the  UC  agency 
tabulates  its  report  for  1  month  of  the  quar- 
ter only,  usually  the  last.  In  such  a  situation 
it  is  permissible  to  repeat  the  UC  figure  for  the 
other  2  months  of  the  quarter.  It  should  be 
made  certain,  however,  that  the  firm  was 
actually  in  operation  during  the  entire  quarter 


3.2-9     Editing  Benchmaric  Listings — Continued 

under  the  account  number  given  on  the  bench- 
mark listing.  When  a  third-quarter  benchmark 
is  used,  it  is  important  to  correct  it  for  any 
errors  resulting  from  a  misinterpretation  of  the 
$3,000  provision  in  the  UC  law. 

3.2-10     Establishing  Comparability  of  Data  Re- 
ported to  UC  and  BLS 

If  a  large  firm  reports  to  both  BLS  and  UC, 
the  comparability  of  the  data  furnished  the  two 
agencies  for  the  benchmark  period  should  be 
checked.  One  major  cause  of  discrepancy  is 
difference  in  coverage  of  the  two  reports,  as 
indicated  below : 

(a)  The  BLS  report  may  cover  fewer  loca- 
tions than  that  covered  by  UC. 

(b)  The  BLS  report  may  include  more  than 
one  UC  account.  No  adjustment  will  be  needed 
here  if  the  UC  accounts  covered  are  in  the  same 
industry.  If  they  are  in  different  industries,  a 
break-down  of  the  BLS  report  should  be  ob- 
tained, but  no  adjustment  of  the  benchmark 
tabulation  is  required. 

(c)  The  BLS  reports  may  show  a  finer  indus- 
trial break-down  than  the  UC  account.  In  such 
cases  the  benchmark  should  be  adjusted  on  the 
basis  of  the  BLS  break-down,  and  the  UC 
agency  should  try  to  get  separate  reports  for 
future  benchmark  periods. 

(d)  One  report  may  include  classes  of  em- 
ployees not  covered  by  the  other.  For  example, 
employees  of  insurance  carriers  who  are  paid  on 
a  straight  commission  basis  are  not  covered  by 
UC  in  many  States,  while  the  BLS  report  in- 
cludes them.  If  the  BLS  report  excludes  cer- 
tain classes  of  employees  included  by  UC  no 
adjustment  of  the  benchmark  is  required,  but  an 
attempt  should  be  made  to  get  the  firm  to  report 
the  additional  employees  to  BLS.  If  the  BLS 
report  includes  classes  of  employees  not  covered 
by  UC,  the  BLS  report  should  be  substituted 
in  the  benchmark.  If,  however,  the  exclusion 
is  common  to  all  firms  in  an  industry,  as  in  the 
case  of  insurance  carriers,  an  inflation  factor 
should  be  computed  by  finding  the  ratio  of  the 
employment  of  the  BLS  reporters  in  the  indus- 


try to  employment  in  the  corresponding  UC 
accounts.  This  factor  should  be  applied  to  the 
UC  segment  of  the  benchmark  after  all  other 
adjustments  have  been  made.  Since  January 
1945,  BLS  and  UC  reports  have  been  for  the 
same  period  of  the  month,  namely,  the  pay 
period  ending  nearest  the  15th  of  the  month. 
Therefore,  the  employment  reports  to  the  two 
agencies  in  the  benchmark  quarter  of  1947 
should  be  practically  identical,  provided  they 
cover  the  same  locations,  operations,  and  classes 
of  employees.  If  there  are  any  large  firms  for 
which  BLS  and  UC  receive  significantly  differ- 
ent reports  during  the  benchmark  period,  an  ex- 
planation of  the  discrepancy  should  be  found 
and  the  benchmark  adjusted,  if  necessary. 
Some  possible  causes  of  such  variations  are  in- 
clusion of  employees  out  on  strike,  inclusion  of 
employees  in  another  State,  and  errors  in 
reporting. 

3.2-11     Matching  Benchmark  Listings  for  Suc- 
cessive Years 

In  matching  the  benchmark  listing  with  that 
for  the  previous  year  to  determine  delinquencies, 
classification  changes,  new  firms,  successor  ac- 
counts, cancellations,  etc.,  only  the  larger  firms 
should  be  examined.  The  accounts  to  be  exam- 
ined should  include  all  those  with  more  than  500 
employees,  regardless  of  industry.  In  manu- 
facturing industries  all  firms  with  more  than 
100  employees  should  be  checked.  For  other 
industries,  the  minimum  size  of  firm  to  be 
checked  will  vary  from  State  to  State  and  from 
industry  to  industry  but  probably  the  largest 
fii-ms  having  from  30  to  50  percent  of  the  total 
employment  in  the  industry  should  be  examined. 
For  example,  suppose  employment  in  a  certain 
industry  had  the  following  distribution : 

Industry  89,  West  Dakota 


II 


Sixe  of  establishment  (nam- 
ber  of  employees} 

Number  of 

eetabliah- 

menta 

Kmidoyment, 

September 

1M5 

Percent  of 
total  «■!- 
ployaeat 

TotaL 

111 

4.M8 

IOOlO 

Over  300 

s 

12 
21 

78 

603 

1.998 
1,323 
1.346 

14.0 

100-lW 

SO-S0 

M    • 

Under  60 

sr  1 

I' 
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3,J^11     Mcrtching  Benchmark  Listings  for  Suc- 
c«ssiv«  Y«ars — Continued 

If  the  15  tccoonts  with  100  or  more  employees 
were  selected  for  checking  in  this  industry,  ap- 
proximately  46  percent  of  the  total  employment 
in  this  industry  would  be  covered. 

3.2-1 2     BrMik-down  of  Bonchmorfcs  by  industry 

The  result  of  the  adjustments  described  in  the 
preceding  sections  wiU  giire  total  employment 


covered  l^  UC  in  each  industry,  as  corrected  for 
classification,  delinquency,  and  errors  of  various 
kinds,  for  each  of  the  months  in  the  benchmark 
quarter.  Ordinarily,  the  benchmarks  will  be 
prepared  by  2-digit  industry,  and  classification 
adjustments  will  be  carried  to  that  level.  In 
cases  where  3-digit  industries  are  published,  or 
estimated  separately  for  inclusion  in  2-digit 
groups,  it  will  be  necessary  to  prepare  bench- 
m&rks  on  a  3-digit  level. 


iJ    SMALL-FIRM  ADJUSTMENT 


3^1     KIASt  Data 


In  many  States,  employers  with  fewer  than 
m  certain  number  of  employees  are  exempt  from 
liability  to  make  contributions  to  the  unemploy- 
««t  lpe»»tio„  fund.  Employee,  of  U 
firms  will  therefore  not  be  included  in  the  UC 
bendmiark  totals.  Since  employment  in  such 
firms  constitutes  a  sizable  percentage  of  total 
employment  in  many  industries,  it  is  necessary 
to  «iju^  UC  «nplo^t  leveU  to  Uke  into  «> 
count  employment  in  small  firms.  All  firms  in 
covered  industries  with  one  or  more  employees 
are  subject  to  contributions  under  the  Old-Age 
and  Survivors  Insurance  provisicms  of  the  So- 
eiid  Security  Act,  administered  as  a  national 
program  by  the  BOASI.  Therefore,  employ- 
ment reports  to  that  agency  form  a  valuable 
■omrce  of  information  with  regard  to  the  num- 
ber of  workers  in  small  fiima. 


3.3-2     Procodwro 

Each  year  BOASI  tabulates  employment  re- 
ported under  the  OASI  act,  and  the  BLS  Wash- 
ington office  issues  a  statement  describing  suit- 
able procedures  for  integrating  the  BOASI 
data  with  UC  data  in  such  a  way  as  to  include 
in  the  benchmarks  estimates  for  firms  not  cov- 
ered by  UC.  The  procedure  varies  from  year  to 
year  as  a  result  of  a  large  number  of  factors. 
Important  among  these  are  relative  timing  of 
the  UC  benchmark  tabulations  and  the  annual 
BOASI  tabulations;  methods  used  by  BOASI 
in  converting  reported  number  of  wage  items 
to  estimated  employment ;  method  of  handling 
multi-unit  firms ;  technique  for  estimating  em- 
ployment of  delinquent  reporters;  and  assump- 
tions made  regarding  the  category  "presumed 
not-covered  by  UC.**  The  BLS  statement  on 
this  subject  is  issued  each  year  as  far  in  advance 
of  the  preparation  of  new  benchmarks  as  con- 
ditions permit. 


9A    VALIDATION 


a^i-1   w 


for  P»^^araflon  of  Etfimohis 

The  totals  for  each  month  of  the  benchmark 
quarter  for  each  2-digit  industry  (or  S-digit  in- 
inttry,  if  needed  for  publication  or  weighting) 
should  be  poitid  to  a  wodksheet  preparatory  to 
derivatioii  of  ^  estimates.  The  worksheet 
alMMiM  provide  spaces  lor  each  of  the  f oQowinf 
oitriee:  (a)  the  unadjaitod  benchmark  totdb; 
(b)  deductions  due  to  claanfication  changes ;  (c) 
additions  doe  to  classification ;  (d)  additions  for 
deliimnwwiee;  (e)  other  corrections;  (f)  bench- 
mailc  totals  adjust  for  (b),  (e),  (d),a]id  (e) ; 


(g)  the  small-firm  adjustment;  and  (h)  the 
final  estimate  for  the  months  of  the  benchmark 
quarter.  UC  contract  agencies  may  be  able  to 
simplify  this  worksheet  if  the  adjustments  in 
(b)  through  (e)  are  known  to  have  been  effected 
prior  to  the  initial  tabulation  of  benchmark 
totals  and  are  recorded  elsewhere  in  some  sys- 
tematic manner  which  makes  them  easily 
accessihle. 

3.4-2     Chorting  Various  Series 

The  original  benchmark  totals  should  be 
plotted  on  a  chart  with  the  ES-20S  and  ES-202 


3.4-2     Charting  Various  Series— Continued 

data  and  with  the  BLS  estimates  for  the  same 
period.  The  chart  should  show  these  data  for  a 
period  of  several  years.  This  chart  is  an  excel- 
lent device  for  observing  roughly  at  a  glance 
what  adjustments  such  as  those  for  classifica- 
tion, delinquency,  and  errors  will  be  needed  in 


the  original  benchmark  data.  The  adjusted 
benchmark  totals  should  also  be  plotted  and 
compared  against  each  of  the  other  series.  If 
other  employment  series  are  available,  such  as 
Census  series,  they  should  be  included  on  the 
chart  and  compared  with  the  benchmark  data. 
For  additional  discussion  of  the  use  of  charts, 
see  vol.  II,  sections  4.6-2  and  7.7. 


3.5     PRODUaiON  AND  NONPRODUCTION  WORKBRS 


3J-1     General 


In  the  manufacturing  industries,  separate 
series  for  production  and  nonproduction  worker 
employment  are  required.  Since  employment 
trends  in  production  worker  employment  are 
often  quite  different  from  nonproduction 
worker  trends,  preparation  of  separate  esti- 
mates for  these  classes  of  workers  will  result  in 
better  figures  for  total  employment.  Also,  sta- 
tistics prepared  by  the  Bureau  on  pay  rolls,  man- 
hours,  average  hours  per  week,  and  average 
hourly  earnings  for  these  industries  are  based 
on  pay  roll  and  man-hour  data  for  production 
workers  only.  In  most  manufacturing  indus- 
tries, production  workers  are  by  far  the  largest 
class  of  workers,  and  the  relation  between  pay 
received  and  hours  worked  is  much  more  direct 
than  in  the  case  of  nonproduction  workers.  For 
these  reasons,  figures  on  pay  rolls  and  man-hours 
for  production  workers  are  more  in  demand 
than  those  for  nonproduction  workers  or  all 
employees. 

33-2     Preparing  Separate  Benchmarks  of  Pro- 
duction and  Nonproduction  Workers 

The  ratio  of  production  workers  to  total  em- 
ployment must  be  computed  from  the  BLS 
sample.  The  preliminary  and  regular  "produc- 
tion worker  -  all  employee"  tabulations  for  a 
specific  benclimark  month  should  be  inspected 
and,  if  possible,  the  "better"  figure  (see  sec. 
8.5-8  for  advice  on  how  to  select  the  "better" 
figure)  for  the  ratio  of  production  workers  to 
all  employees  selected.  If  the  "better"  figure 
cannot  be  determined,  tlien  the  estimate  for  pro- 
duction workers  for  the  benchmark  month  in 
question  should  be  obtained  by  multiplying  the 
benchmark  by  the  ratio  of  production  workers 


to  total  employment  as  calculated  from  the  com- 
bined **production  worker  -  all  employee**  tabu- 
lations for  the  two  comparisons  in  which  the 
month  in  question  occurs.  For  example,  if  the 
production  and  nonproduction  series  are  to  be- 
gin with  March  1947,  the  production  worker 
estimate  is  obtained  by  multiplying  the  March 
1947  benchmark  by  the  ratio  of  production 
workers  to  all  employees  for  March  1947  which 
is  obtained  from  the  combined  BLS  sample  tabu- 
lations of  "production  workers  -  aU  employees'* 
for  February-March  and  March-April  1947. 
The  nonproduction  worker  estimate  is  the  resid- 
ual between  total  and  production  worker  em- 
ployment. The  following  example  Ulustrates 
the  procedure : 

WBST  DAKOTA,  IKDUSTBT  SS 

(a)  Benchmark,  March  1947—18,978. 

(b)  BLS  sample,  "production  workers  -  all 
employee**  comparison: 


Production 
wOTkers 

AU  employees 

Year  and  month 

Pre- 
vious 
month 

Cur- 
rent 
month 

P»t>- 
vious 
month 

Cur- 
rant 
month 

1947 
February- March.  - . 
March- April 

7,723 
7.728 

7.906 
7,687 

9,847 
0,801 

9,917 
9.751 

(c)  Sum  of  production  workers  for  March 
1947  as  obtained  from  February-March  and 
March-April  comparisons  =7,900+7,728= 
15,634. 

Cd)  Sum  of  all  employees  for  March  1M7  as 
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3^1 


VOfff MIIIIVI Kv  WW  rfW* 

Aicll^n  and  N«ii|NodwcN«ti  Wtititw 

Continued 

oblaiiMd  from  FebntuT^Mftrdi  sad  MatcIi- 
April  compimsoiis  -9^17+9^01 =19,718. 

(e)  Batio  of  production  woilcefB  to  all  em- 
ployees for  Mardi  1947- i|^= 0.7929 

(f)  Estimated  pTodacti<xi  workers  for  Maidi 
1947 = 18,978  X  0.7929= 16,048. 

(g)  Efitimated  nonproduction  woilrorB  lor 
March  1947=18,978-15,048=3,980. 

In  order  to  prepare  eetimateB  of  production 
and  nonproduction  workers  for  the  other  two 
months  of  the  benchmark  quarter,  link-rela- 
tives are  computed  from  the  BLS  production 
worker  samples  for  the  last  two  months  of  the 
quarter.  To  get  the  production  worker  esti- 
mate for  the  second  month,  divide  the  produc- 
tion worker  estimate  for  the  third  month  of  the 
quarter  by  the  link-relative  for  the  third  month. 
Then  the  production  worker  estimate  for  the 
first  month  is  prepared  in  a  similar  manner. 
The  nonproduction  worker  estimates  are  com- 
puted as  a  residual  between  total  employment 
and  production  workers.  The  following  ex- 
ample illustrates  the  procedure : 

WEST  DAKOTA,  iWDUSTWr  28 

(a)  Total  employment,  first  quarter  1947,  by 
months: 

Jamuaiy  Wiff    Fehrvary  1H7       March  1H7 
18,687  18,562  18,978 

(b)  Production  worker  employment  March 
1947—15,048. 

(c)  BLS  sample,  production  worker  com- 
parison: 


Production  workers 

Year  and  month 

Previous 
month 

Current 
month 

January— Febniarv 

8,109 
8,046 

7,957 

Febmarv— March    

8,312 

22 


(d)  IJA^KihStW,  Jn<»ry-F«bni%  IKI^' 

(e)  Luik-relative,  Fdi>niary-March  1947= 

(f)  Estimated  production  worker  employ- 
ment, February  1947=  ^  ^^ = 14,744. 

(g)  Estimated  production  worker  employ- 


ment, January  1947= 


14,744 


0.9813 


15,025. 


(h)  Estimated  nonproduction  worker  em- 
ployment, February  1947=18,562-14,744=3,- 
818. 

(i)  Estimated  nonproduction  worker  em- 
ployment, January  1947=18,687-15,025=3,- 
662. 

3  JI-3     Methods  for  Special  Cases 

It  is  important  that  the  ratio  used  to  calculate 
the  estimate  for  production  workers  in  the 
benchmark  month  should  not  reflect  any  unusual 
distribution  of  production  and  nonproduction 
workers.  The  ratio  of  production  workers  to 
all  employees  should  be  calculated  for  two  or 
three  months  before  and  after  the  benchmark 
month  for  both  the  previous  and  current  month. 
For  example,  if  the  production  worker  series 
is  to  be  revised  to  a  March  1947  benchmark, 
ratios  mi^t  be  calculated  as  follows: 

TABULATIOK  :  RATIOS  CAIiCULATED  FOR  : 

December   1946-Jan-  December    1946   and 

uary  1947.  January  1947. 

January  -  February  January    and    Feb- 

1947.  ruary  1947. 

February  -  March  February  and  March 

1947.  1947. 

March-April  1947.  March   and  April 

1947. 

April-May  1947.  April  and  May  1947. 

If  the  ratios  show  only  moderate  variation 
over  this  5-  to  7-month  period,  the  ratio  in  the 
benchmark  month  may  be  accepted  as  suitable 
for  effecting  the  allocation  between  production 
and  nonproduction  workers.  If  the  ratio  for 
the  benchmark  month  shows  marked  variation 


3.5~3     Methods  for  Spedol  Cases — Continued 

from  the  ratios  for  the  other  months  it  may 
be  due  in  the  first  instance  to  delinquencies  or 
errors  in  the  BLS  tabulation.  These  should 
be  corrected  and  a  new  ratio  calculated.  Sec- 
ondly, the  ratio  may  differ  because  of  an 
unusual  distribution  of  production  or  nonpro- 
duction workers  in  the  sample  due  to  seasonal 
or  other  factors.  In  such  a  case  it  is  proper  to 
use  the  ratio  for  the  benchmark  month,  provided 
the  sample  is  reasonably  representative.  This 
is  also  true  if  the  ratio  itself  shows  considerable 
variation  from  month  to  month,  while  the  ratios 
for  the  same  month  calculated  from  the  current 
and  previous  months'  tabulations  are  in  close 
agreement.  The  series  of  ratios  should  also  be 
examined  for  breaks  due  to  addition  or  drop- 
ping out  of  firms  in  the  sample.  If  these  are 
due  merely  to  changes  in  the  sample  itself,  that 
is,  not  to  firm  births  and  deaths,  a  ratio  based 
on  the  larger  and  more  representative  sample 
should  be  computed  and  projected  to  the  bench- 
mark month  by  use  of  a  chain  index  based  <m 
the  BLS  production  worker  sample.  The  fol- 
lowing example  illustrates  the  procedure: 

WEST  DAKOTA,  INDU8TST  37 

(a)  "Production    worker   -   all    employee" 
sample : 


Num- 
ber o( 
estab- 
lish- 
ments 

Production  workers 

Year  and  month 

Previous 
month 

Current 
month 

Previous 
month 

Current 
month 

January-February. . 

February-March 

March-April 

7» 
70 

a» 

Z;017 
18^918 

10,410 

nsao 

19,66S 
19^718 

38^157 
28,413 
33,468 

25,606 
23,663 

23,661 

(b)  Batio  of  production  workers  to  all  em- 
ployees : 


From  Jaoaary-Febniwy 
oomparison. January 0.87W    WOxmrf. 

From     February-March 
comparison February 0.8131    HlKll.... 


From  March-April  com- 
parison     March 0«n    AprO OJm 

Note  the  break  in  the  series  of  ratios  between 
the  January-February  comparison  and  the 
February-March  comparison  due  to  the  change 
in  sample  coverage. 

(c)  Batio  of  production  workers  to  all  em- 
ployees to  be  used  in  preparing  production 
worker  estimates  for  March  1947 : 

0  8303 
0.8763X^;^=0.8850 

3.5-4     AdministroHv*  Ofllce  Employment 

In  some  cases,  administrative  office  employ- 
ment is  reported  in  subaccounts  of  UC  multiple- 
unit  reports.  If  the  administrative  office  em- 
ployment data  are  not  reported  to  the  BLS,  but 
are  available  from  the  UC  reports,  they  should 
be  subtracted  from  the  benchmarks  before  the 
production  worker  estimates  are  prepared  and 
later  added  back  into  the  nonproduction  worker 
benchmark. 

3.5-3     Use  of  Census  Data 

Occasionally,  it  will  not  be  possible  in  a  manu- 
facturing industry  where  production  and  non- 
production  worker  estimates  are  required  to 
use  the  BLS  sample  in  preparing  them,  because 
the  sample  is  nonexistent,  too  small,  or  highly 
unrepresentative.  In  these  cases,  until  such 
time  as  an  adequate  sample  can  be  developed, 
the  ratio  between  production  workers  and  total 
employment  derived  from  the  most  recent  Cen- 
sus of  Manufactures  data,  or  the  BLS  ratio  for 
the  industry  in  a  nearby  State  where  similar 
economic  and  industrial  conditions  prevail, 
may  be  used  in  preparing  the  production  worker 
estimates. 


3.6     HISTORICAL  NOTE 


3.6-1     Benchmarks,  1943-45 

When  the  State  Employment  Statistics  Pi-o- 
gram  was  begun  in  January  1945,  it  was  planned 
to  base  the  employment  series  on  a  third  quarter 
1943  benchmark.     Since  manufacturing  esti- 


mates for  many  States  were  not  completed  prior 
to  the  fall  of  1945,  after  the  ES-203*s  for  1944 
were  i-un,  it  was  possible  to  adjust  the  series  to 
1944  benchmarks  before  they  were  published. 
Similarly,  many  nonmanuf acturing  series  were 
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not  completed  until  the  latter  part  of  1946,  and 
these  series  were  adjusted  to  1944  and  1946  be- 
fore publication.  Most  other  series  were  re- 
vised to  1944  and  1945  benchmarks  when  they 
became  available. 

Listing  tabulations,  as  described  in  section 
8.2-1,  were  generally  used  in  preparing  bench- 
marl^  for  1943, 1944,  and  1945.  In  some  cases, 
however,  particularly  for  1944  and  1946,  the 
ES-203  was  used.  This  was  supplemented  by 
listings  of  accounts  included  in  the  ES-203, 
which  were  prepared  by  the  UC  agencies  for 
their  own  use,  and  by  special  listing  tabulations 
of  delinquent  accounts. 

3.6-2     dossMkafien   ClMck:  1943   Benchmark 

An  extensive  check  on  the  classification  of 
firms  appearing  in  the  1943  benchmark  was 
made.  AU  the  larger  firms  and  all  those  in- 
cluded in  the  BLS  sample  were  included  in  this 
review.  The  objective  of  this  project  was  to 
establish  comparability  in  industry  classifica- 
tion between  the  State  employment  estimates 
and  the  national  employment  series.  In  the 
latter,  in  order  to  preserve  continuity  and  com- 
parability with  earlier  series,  individual  firms 
were  classified  according  to  their  prewar  or 
peacetime  activity.  For  manufacturing,  this 
was  accomplished  by  accepting  the  classifica- 
tion of  the  firm  assigned  by  the  1939  Census  of 
Manufacture  as  correct.  If  the  firm  was  new 
since  1939,  an  attempt  was  made  to  determine 
its  products  at  the  time  it  began  operations. 
For  nonmanuf acturing,  no  information  on  the 
Census  classification  of  individual  firms  was 


available.  The  industry  codes  assigned  by  UC 
to  accoimts  in  nonmanufacturing  industries 
were  compared  with  tliose  assigned  by  BOASI 
in  its  1942  refiling  project  and  with  other 
sources  in  order  to  determine  whether  the  UC 
codes  were  correct.  The  codes  selected  as  cor- 
rect in  connection  with  the  preparation  of  the 

1943  benchmark  were  also  used  in  preparing  the 

1944  and  1945  benchmarks. 

3.6-3     Small-Firm  Adjustment,  1943-45  Bench- 
marks 

The  small-firm  adjustment  for  September 
1943  was  based  on  a  special  tabulation  of  non- 
covered  employment  for  that  month  prepared 
by  BOASI.  The  Washington  office  corrected 
this  tabulation  for  delinquency,  and  on  the  basis 
of  the  best  information  available,  allocated  by 
industry  the  employment  in  firms  to  which 
BOASI  had  assigned  no  industry  code.  The 
regional  offices  were  also  furnished,  for  each 
State,  a  sample  listing  of  firms  reporting  to 
BOASI.  This  was  checked  against  the  ad- 
dressograph  card  files  of  UC  accounts  to  de- 
termine the  relative  proportion  of  omissions 
and  duplication  in  the  noncovered  segment. 
Because  of  matching  difficulties  and  the  high 
sampling  variance  in  firms  over  the  cut-off 
point,  the  results  of  the  check  were  inconclu- 
sive. The  small-firm  multiplier  for  each  2-digit 
industry  was  computed  from  the  UC  benchmark 
totals  (as  corrected  for  classification,  delinquen- 
cies, and  errors)  and  the  BOASI  noncovered 
totals  (as  adjusted  by  the  Washington  office). 
This  multiplier  was  used  with  the  1943,  1944, 
and  1945  benchmarks. 


SEaiON  4 


Current  Estimates 


4.1     GENERAL 


4.1-1     Link-RelaHves 


The  problem  of  estimating  levels  of  employ- 
ment for  months  for  which  benchmarks  are  not 
available  is  discussed  in  this  section  of  the 
Manual.  As  stated  previously,  a  benchmark  is 
a  complete  employment  count  (or  accurate  esti- 
mate) for  a  particular  month  or  group  of 
months.  The  first  step  in  preparing  estimates 
for  other  months  is  to  construct  a  series  of  link- 
relatives  which  approximate  the  month-to- 
month  movements  (trends)  of  the  series  for 
which  estimates  are  required.  The  next  step  is 
to  chain  this  series  of  link-relatives  to  the  bench- 
mark to  obtain  estimates  of  total  employment. 

4.1-2     State  Sample  Relatives  Preferred 

In  preparing  benchmarks,  the  principal  ob- 
jective is  complete  coverage.  In  making 
monthly  estimates,  however,  the  objective  is  to 
measure  monthly  trends  in  the  series  as  pre- 
cisely as  possible  from  a  sample  group  of  estab- 
lishments small  enough  to  permit  expeditious 
handling.  The  BLS  uses  several  different  de- 
vices to  project  the  monthly  trends : 

(a)  Link-relatives  derived  from  the  BLS 
State  sample. 

(b)  Link-relatives  derived  from  other  em- 
ployment data  (frequently  ES-202  data). 

(c)  Link-relatives  derived  from  related  series 
of  nonemployment  data. 


(d)  Extrapolation  of  the  benchmarks:  e.  g., 
by  an  index  based  on  known  seasonal  move- 
ment ;  perhaps  even  as  a  constant. 

Of  these,  the  preferred  method,  and  the  one 
now  used  in  manufacturing  industries  and  in 
many  nonmanufacturing  industries,  is  that  in 
which  estimates  are  projected  by  means  of  link- 
relatives  derived  from  the  BES  State  sample. 
The  objective,  in  the  State  Program,  is  to  extend 
the  use  of  this  method,  or  a  similar  method  em- 
ploying BLS  sample  establishments  to  virtually 
all  the  industries  for  which  estimates  are  pre- 
pared, while  other  methods,  not  involving  the 
use  of  BLS  establishment  data,  would  be  used 
only  in  unusual  cases,  as  necessary. 

4.1-3     Scope  of  Section 

Primary  emphasis,  in  this  section  of  the  Mtmr 
tudj  is  laid  on  the  basic  BLS  method  of  project- 
ing estimates  through  the  use  of  monthly  com- 
parisons of  identical  establishments  in  the  BLS 
sample.  The  method  in  which  ES-202's  aro 
utilized  for  projecting  estimates  is  the  most  fre- 
quently used  substitute  for  the  BLS  sample 
establishment  method,  and  is  also  discussed  in 
this  section.  Other  methods  are  discussed  in 
other  sections.  Specifically,  estimating  pro- 
cedures for  the  construction  industry  are  treated 
in  volume  II,  section  9 ;  for  public  employment 
in  volume  II,  section  10;  and  for  other  indus- 
tries requiring  special  treatment  in  volume  II, 
section  11. 
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4.2     STANDAirD  BLS  METHOD  OF  PRB^ARING  EMPLOYMENT  ESTIMATES 


4.2-1     Tdbulotioiis 

(a)  Beoommenhed  Form  and  Detail.  Em- 
ployment data  reported  by  the  sample  estab- 
lislmients  must  be  tabulated  in  convenient  form 
for  use  in  computing  the  month-to-month  move- 
ments in  the  industry  series.  While  the  tabula- 
tions may  vary  in  form  and  in  detail,  according 
to  the  needs  of  the  Contract  States,  the  follow- 
ing is  recommended  as  a  general  minimum : 

(1)  There  should  be  a  tabulation  which 
shows  for  each  2-digit  industry  (i)  the  number 
of  establishments  included  and  the  number  of 
production  workers  (or  nonsupervisory  em- 
ployees and  working  supervisors)  reported  for 
the  preceding  and  current  mouths ;  ( ii )  the  num- 
ber of  establishments  reporting  production 
workers  (or  nonsupervisory,  etc.)  and  all  em- 
ployees in  both  months,  followed  by  the  produc- 
tion workers  (or  nonsupervisory,  etc.)  reported 
by  these  establishments  in  the  preceding  and 
current  months  and  all  employees  reported  in 
the  preceding  and  current  months. 

(2)  There  should  be  a  similar  tabulation 
showing  the  same  items  by  3-digit  industry  with 
totals  by  2-digit  industry. 

(8)  There  should  be  a  listing-tabulation 
siiowing  data  for  individual  reports  within  each 
^igit  industry,  and  3-digit  totals.  Within 
eadi  3-digit  industry,  the  cards  should  be 
liittd  by  report  number  (see  6.^1).  In  this 
basic  listing-tabulation,  it  would  be  helpful  if 
some  sign,  like  an  asterisk  or  the  credit  symbol 
(CB)  in  an  appropriate  field  is  used  to  indicate 
that  certain  items  on  the  detaO  card  are  not  in- 
cluded in  the  total  For  example,  an  establish- 
ment reported  production  workers  but  failed  to 
report  all  employees  for  the  current  month ;  all 
employees  for  the  previous  month  were  reported 
and  are  listed.  A  "CR"  following  the  number 
of  establishments  field  in  the  production- worker- 
aU-employee  comparison  may  be  used  to  indi- 
cate that  data  for  this  report  are  not  included  m 
the  total  of  establishments  reporting  both  pro- 
duction workers  and  all  employees  for  both 
months.    Data  for  this  establishment  would,  of 


course,  be  included  in  the  totals  for  the  pro- 
duction-worker comparison.  It  will  also  prove 
helpful  if  conmient  codes  are  listed  in  this  basic 
listing. 

(b)  EnmNO.  The  tabulations  described  in 
the  preceding  paragraphs  should  be  edited  for 
listing  and  tabulating  errors  and  corrected 
where  necessary. 

(c)  AmsQUATB  Sample.  As  a  precaution 
against  obtaining  estimates  for  any  month  from 
an  inadequate  sample,  a  list  of  reporters  essen- 
tial to  an  adequate  sample  for  each  2-digit  in- 
dustry should  be  drawn  up.  In  many  industries 
it  may  be  necessary  to  have  only  a  majority  of 
the  essential  firms  reporting,  but  in  some  it  may 
be  necessary  to  have  data  for  one  particular  firm 
or  a  few  essential  firms  before  a  reliable  estimate 
can  be  made.  A  list  of  delinquent  reporters 
should  be  prepared  each  month,  and  the  data  for 
delinquent  essential  firms  should  be  obtained 
from  these  firms  or  from  another  government 
agency,  such  as  the  State  Employment  Service, 
if  at  all  possible.  In  certain  instances  it  may  be 
necessary  to  extrapolate  employment  estimates 
for  delinquent  reports  if  the  data  cannot  be 
obtained. 

4.2-2     Preporing  Hi*  EstimatM 

In  the  manufacturing  industries  production 
and  nonproduction  worker  estimates  are  pro- 
jected separately.  Estimates  of  all  employees 
are  obtained  by  adding  the  estimates  of  pro- 
duction and  nonproduction  workers.  In  the 
case  of  those  nonmanufacturing  industries  re- 
porting production  workers  and  all  employees 
(mining,  laundries,  cleaning  and  dyeing,  crude 
petroleum  and  natural  gas,  and  telephone  *) ,  the 
Contract 'State  offices  may  project  production 
and  nonproduction  workers  as  separate  series. 
However,  this  is  an  optional  procedure.  With 
respect  to  those  nonmanufacturing  industries 
reporting  nonsupervisory  and  all  employees, 
total  employment  estimates  only  are  projected. 


iBBploynent  In  Uits  Industry  is  reported  for  employees 
subject  to  the  Fair  Labor  Standards  Act  and  all  cmpIoyeeB. 


4.2-2     Pr«porin9  th«  Estimote* — Continued 

Projection  is  accomplished  by  use  of  link-rela- 
tives computed  from  the  all-employee  sample 
data.  However,  if  for  any  industry  in  a  State, 
the  reporting  of  all  employees  is  inadequate,  the 
link  may  be  formed  by  adding  all  employees  for 
firms  reporting  them  to  nonsupervisory  em- 
ployees and  working  supervisors  for  firms  not 
reporting  all  employees  in  the  two-month 
matched-firm  comparison.  Procedures  are  out- 
lined below  for  projecting  estimates  for  manu- 
facturing industries  only.  The  method  to  apply 
when  only  total  employment  is  to  be  projected 
requires  no  separate  illustration.  The  first 
step  in  the  procedure  is  to  resolve  the  bench- 
mark into  its  production  worker  and  nonpro- 
duction worker  components,  as  described  in  sec- 
tion 8,  volume  II,  above.  Thereafter,  the  pro- 
cedure to  be  followed  is  that  described  for  the 
hypothetical  example  used  in  the  following 
paragraphs. 

(a)  Assume  that  the  benchmark  figures  for 
the  last  month  of  the  benchmark  quarter  and 
the  sample  tabulation  after  adjustment  for  any 
errors  and  for  delinquents,  show  the  following 
data: 

STATE :  WEST  DAKOTA. 

industbt:  sic  as. 

MABCH  1947  BENGHMAIKS: 

ALL  EMPLOTEES  =  1«,481 

PBODUCnON  WORKER  OOMFONENT        =11,761 
NOKPR0DUCnOMWOBKERCOMFOX£irr=    4,720 

Past  h—EstahlUhmentt  vohkh  report  an  trnptoyeeM 

and  production  tcorker* 

Number  of  estabUahiaeDtiL. 22S 

▲11  onployees : 

March  1947 9,874 

April  1947 11,293 

Production  workers : 

March  1947 7.  (Me 

April  1947 8,869 

Monproductlon  workers : 

March  1947 2,828 

AprU  1947 2, 484 

Pabt  II. — Bttahliahtnents  tphich  report  only  produc- 
tion worker$  including  pfamit  »1iown  in  part  I 

Number  of  establlahmenta Iflg 

Production  workers ; 

March  1947 9, 172 

▲prU  l9iT 10. 152 


(b)  Compute  the  link-relative  for  production 
workers  for  the  current  month  by  dividing  the 
current  month  figure  in  part  II  by  the  preceding 
month  figure.  In  the  example  above,  the  link- 
relative  for  production  workers  for  April  1947 
is  10,152/9,172=1.1068. 

(c)  Multiply  the  production  worker  ooim- 
ponent  in  the  benchmark  month  by  the  prodiio> 
tion  worker  link-relative  for  the  current  month. 
The  product  is  the  current  month  estimate  of 
production  workers.  In  our  example,  the  April 
1947  estimate  of  production  workers  is  1 1,761  X 
1.1068=13,017. 

(d)  Compute  the  link-relative  for  nonpro- 
duction workers  for  the  current  month  by  divid- 
ing the  current  month  figure  in  part  i  of  the 
tabulation  by  the  preceding  month  figure.  In 
the  example  above,  the  link-relative  for  non- 
production  workers  for  April  1947  is  2,434/ 
2,828=0.8607. 

(e)  As  a  check,  the  link-relative  for  produc- 
tion workers  should  also  be  computed  from  part 
I.  This  figure  should  agree  closely  with  the  pro- 
duction worker  link-relative  computed  from 
part  II.  In  the  example  above,  the  link-relative 
for  production  workers  in  part  I  of  the  tabula- 
tion is  8,859/7,046=1.2573.  This  figui«  is  in 
marked  disagreement  with  the  production 
worker  link-relative  of  1.1068  obtained  in  (b) 
from  part  II  of  the  tabulation.  Hie  disagree- 
ment indicates  that  some  establishments  which 
did  not  report  all  employees  had  production 
worker  trends  unlike  those  which  did.  In  this 
event,  an  attempt  should  be  made  to  obtain  non- 
production  worker  figures  from  as  many  as  pos- 
sible of  the  establishments  which  did  not  report 
them.  If  this  information  cannot  be  secured,  a 
correction  should  be  applied  to  the  link-relatire 
for  nonproduction  workers.  This  correction  is 
based  on  the  assumption  that  the  omission  of  the 
establishments  which  did  not  report  all  em- 
ployees caused  the  same  bias  in  the  nonproduc- 
tion worker  trend  as  in  the  production  worker 
trend.  The  following  steps  in  the  procedure  ex- 
plain the  recommended  correction: 

(f)  Compute  the  ratio  of  the  production 
worker  link-relative  in  part  II  to  the  produc- 
tion worker  link-relative  in  part  I.   In  the  ei- 
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4.2-2    Praporing  th«  EttimotM — Ontinued 

ample  above,  this  ratio  is  1.1068/1.2573=0.8803. 

(g)  Multiply  the  nonproduction  worker  link- 
relative  obtained  from  part  I  (sec.  d)  by  the 
production  worker  link-relative  ratio  (sec.  f). 
The  product  is  the  corrected  nonproduction  link- 
relative  for  the  current  month.  In  the  example 
above,  the  corrected  nonprodaction  worker  link- 
roktivB  for  April  1M7  is  0.8607X0.8803 =0.7577. 

(h)  Multiply  the  nonproduction  worker  com- 
ponent of  the  benchmark  month  by  the  corrected 
nonproduction  worker  link-relative  for  the  cur- 
rent month  (sec.  g)  to  obtain  the  estimate  of 
nonproduction  workers  in  the  current  month. 
In  the  example  above,  the  estimate  of  nonpro- 
dnction  workers  for  April  19i7  is  4,720  x 
0.7577-8,67e. 

(i)  Add  the  current  month  estimates  of  pro- 


duction workers  (sec.  c)  and  nonproduction 
workers  (sec.  h)  to  obtain  the  current  month 
estimate  of  all  employees.  In  the  example  above, 
the  April  1947  estimate  of  all  employees  is 
13,017+3,576=16,698. 

(j)  In  preparing  estimates  for  succeeding 
months,  the  estimates  of  production  workers  and 
nonproduction  workers  for  the  first  post-bench- 
mark month  are  treated  as  benchmarks  and  are 
projected,  separately,  as  in  the  above  illustra- 
tion, by  means  of  the  production  worker  and 
nonproduction  worker  link-relatives  for  the 
second  post-benchmark  month.  The  latter  esti- 
mates are  then  treated  as  benchmarks  for  pro- 
jecting the  estimates  of  the  third  post-bench- 
mark month,  and  so  on.  All-employee  esti- 
mates for  each  month  are  obtained  by  adding 
the  production  worker  and  nonproduction 
worker  cetimatee. 


4J    HANDUNG  OF  ATYPICAL  FIRMS 


4.3-1     Oitwia  for  Alypicol  Firms 

Hie  estimating  procedures  described  above 
do  not  reflect  employment  changes  accurately 
when  the  sample  includes  relatively  large  firms 
whose  employment  trends  are  significantly  at 
variance  with  those  exhibited  by  the  entire  in- 
dustry of  which  they  are  a  part  Such  firms 
are  called  atypical  finna.  Thus,  if  a  large  estab- 
lishment in  an  industry  goes  out  of  business  per- 
manently, the  application  of  the  standard  esti- 
mating procedures  would  have  an  exaggerated 
effect  on  the  monthly  movements  of  employ- 
ment, if  the  reporting  sample  does  not  cover  a 
substantial  portion  of  total  employment  in  the 
industry.  (On  the  other  hand,  if  the  employ- 
ment in  the  sample  constitutes  a  large  propor- 
tion of  total  employment  in  the  industry,  the 
large  establishment  in  question  is  not  consid- 
ered atypical.)  Strikes,  or  shut-downs  for  any 
other  cause  in  one  important  plant  in  an  indus- 
try in  which  the  reporting  sample  does  not  con- 
stitute a  substantial  portion  of  total  employ- 
ment are  other  examples  of  atypical  employ- 
ment changes.  Special  procedures  for  estimat- 
ing employment  where  atypical  firms  are  in- 


cluded in  the  sample  are  discussed  in  the  follow- 
ing paragraphs. 

However,  in  certain  cases  atypical  handling 
is  not  usually  indicated : 

(a)  In  declining  industries,  such  as  the  car- 
riage and  wagon  industries  (which  were  for- 
merly surveyed)  and  the  piano  and  organ  in- 
dustries (which  suffered  a  severe  set-back  sev- 
eral years  ago) ,  the  reports  from  permanently 
closed  plants  are  used  in  the  identical  establish- 
ment comparisons  at  the  time  of  their  closing. 
If  the  reports  from  such  firms  were  not  included 
in  the  identical  establishment  tabulations,  the 
level  of  employment  might  show  very  little 
change  from  month  to  month,  which  would  not 
be  representative  of  the  true  situation. 

(b)  In  those  establishments  which  operate 
only  for  a  certain  number  of  months  during  the 
year,  such  as  the  canning  industry,  the  drop  to 
zero  in  employment  when  the  firm  discontinues 
operation  at  the  close  of  the  season  and  the  in- 
crease from  zero  to  an  employment  figure  re- 
ported in  the  first  month  of  operation  are  used 
iu  the  identical  establishment  comparisons. 
Otherwise,  the  industry  totals  might  not  reflect 


4.2-1     Criteria  for  Atypicol  Firms — Continued 

the  actual  changes  in  the  industry.  Yet  if  the 
sample  is  inadequate,  and  different  firms  discon- 
tinue operations  in  different  months,  atypical 
handling  may  still  be  advisable. 

4.3-2  Ettimoting  Total  Empfoymont  When 
Atypical  Firms  Are  Included  in  the 
Sample 

For  industries  in  which  only  total  employ- 
ment is  estimated,  the  method  used  when  atypi- 
cal firms  are  present  in  the  sample  differs  from 
the  standard  method  in  that  the  all-employee 
total  of  the  atypical  sample  firms  is  deducted 
from  the  previous  month's  estimate  and  from 
the  sample  figures  used  to  project  the  estimate 
for  the  current  month.  The  current  month  esti- 
mate (exclusive  of  atypical  firms)  is  then  com- 
puted in  the  usual  way.  Lastly,  the  all-employee 
total  of  the  atypical  sample  firms  in  the  current 
month  is  added  back  to  this  estimate  to  obtain 
the  complete  ^imate.  The  following  hypo- 
thetical example  illustrates  the  method  to  be 
used  in  such  instances.  (In  the  discussion  in 
this  paragraph  and  in  the  example,  it  is  assumed 
that  all  or  most  of  the  sample  establishments 
report  all  employees  as  weU  as  nonsupervisory 
employees  and  working  supervisors,  so  that  es- 
tablishments not  reporting  all  employees  are 
ignored.  If  the  sample  of  firms  reporting  all 
employees  is  inadequate,  then  the  procedure  out- 
lined in  the  example  may  be  followed  using  a 
total  of  all  employees  for  firms  reporting  them 
plus  nonsupervisory  employees  and  working  su- 
pervisors for  firms  not  reporting  all  employees.) 

The  following  notations  are  used  in  the  ex- 
ample bdow : 

£=  Estimate  of  total  employment 
«= Total   of   "all    employees"   in   the 
sample 
"e"=Number  of  "all  employees"  in  atypi- 
cal firms  in  the  sample 

Subscript  o  (e.  g.,  eo)  refers  to  figiures  for  the 
previous  month;  subscript '  (e.  g.,  eO  refers  to 
figures  for  the  current  month. 

The  formula  for  obtaining  the  estimate  of 
total  employment  in  the  current  month  is: 


EXAMPLE 

Estimated     total     em-    Pnttotu  month         CtorcaCi 
ployment ,^^=200,000   To  be  computed: 


Number    of    "all    em- 

pioyeea"  in  aample..       e^= 70,000 
Number    of    "all    em- 


60,000 =ei 


'"•I- 


ployees"  in  atypical 

finns  in  sample "ea"= 5,000  860* 

E.=(200,000-6.000)(^;^^)-H350 

=  (196,000X0.9177) -1-350=  178,952+350=179.302 

4.3-^  Estimating  Production  and  Nonproduc- 
tion Workers  When  Atypical  Firms 
Are  Included  in  tho  Sample 

(a)  The  problem  of  making  separate  esti- 
mates of  production  workers  and  nonproduc- 
tion workers  is  complicated  to  some  extent  when 
the  reporting  establishments  in  the  sample  in- 
clude one  or  more  atypical  firms.  The  follow- 
ing situations  are  possible  when  atypical  firms 
are  included  in  the  sample : 

(1)  All  reporting  establishments  report  all 
employees  as  well  as  production  workers.  Thus, 
figures  for  nonproduction  workers  as  well  as 
for  production  workers  are  available  for  all  es- 
tablishments. The  three  remaining  situations 
occur  when  some  of  the  reporting  establishments 
fail  to  report  the  all-employee  figure. 

(2)  All  of  the  atypical  firms  are  included 
among  those  reporting  both  production  work- 
ers and  all  employees. 

(3)  One  or  more,  but  not  all  of  the  atypical 
firms  are  included  in  the  group  reporting  both 
production  workers  and  all  employees. 

(4)  None  of  the  atypical  firms  are  included 
in  the  group  reporting  both  production  workers 
and  all  ^nployees. 

The  hypothetical  examples  below  have  been 
set  up  to  treat  each  of  the  four  types  of  situa- 
tions described  above.  These  examples  illus- 
trate the  methods  of  obtaining  estimates  of  pro- 
duction workers,  nonproduction  workers,  and 
all  employees  (the  latter  being  the  sum  of  pro- 
duction workers  and  nonproduction  workere) 
in  such  situationa. 
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?•"  .^•^•?.  ^!***l  Atypical   Rmu  ^y^^  atypical  firms  are  present,  is: 

Aro  includod  in  ino  Sample— Con.  _ 

(b)  FoUowing  are  the  notations  used  in  the  M=(A/o— "n©")  |_(^^_"^»»J 

tiamples  below:  /P.-"Pi" /p.-"pi"\1  ,  ,.    „        .„. 

^=E«timated  number  of  aU  employees.  r^j^j^  j^^^  ^^^^  ^^^  ^^  ^j  ^^^^  ^^^  ^^p^ 

F=E8timated    nnmb«r    of   production  of  situations  Hsted  above  and  illustrated  below. 

workers.  \%  jg  interesting  to  note  tbat  this  formula  also 

iV^asEstimated  number  of  nonproduction  holds  for  the  case  where  no  atypical  firms  are 

workeiB.  included  in  the  sample,  inasmuch  as  the  "n"  's 

P      P 

Sample  firms  reporting  production  woiicers  and  "l»"  's=o  and  y—^',  t-hus  the  formula 

and  all  employees:  reduces  to  the  method  used  for  projecting  non- 
a=Number  of  all  employees  in  sample.  production  worker  estimates,  by  means  of  the 
pssNumber  of  production  workers  in  corrected  link-relative  of  nonproduction  work- 
sample.  ^^^  ^  ^he  sample,  as  described  in  section  4.2-2 

f|a=  Number  of  nonproduction  #oi^ers  '*^  *®  ^'* 

in  sample.  Situation   (1).     AH  reporting  establishments 

"a" = Number  of  all  employees  in  atypical  "*  ^-he  sample  report  both  production  workerp 

firms  in  sample.  *^^  •M  employees. 

"y'ssNumber  of  production  workers  in  »^_^i..                            mnkm 

atypical  firms  m  sample.  aii-,-^-.. ..^liilTr     t.  b.  camp.t«i a. 

**ii"K:Nmnber  of  nonproduction  workers  rwdnnioB  wfcw a-i3,3»     to  b« eompotwi  a 

in  atypical  firms  in  sample.  Nonpro*««on  w«»« iy.-^«     to  b.  c«npo,«,  m 

...  f                        1  Sample  firm*   rgporiina   prodttdion    umrkeri   and   att 

All  firms  m  sample:  employee 

jP—Number  of  production  workeni  in  Prodoction  woAm .                 9^%m           iMi-pt 

o»«»r.i^  NoagiuifKiw  wflttow ••-i.in           i,«aB-«i 

"■"■I"'*-  Atyptal  pradnotkMi  workers "pf'-'Hl              »-"pi" 

"JP"=s Number  of  production  workeni  in  Atn»io»i  nooproductioo  workm — 'W'-ia          «-"•»•• 

atypical  firms  in  sample.  ^  ^^^  ^j^ 

Subscript  •  (e.  g..  P.)  refers  to  figures  for  the  piS^ri^^^-^XS^fTZp'^^^ 

previous  month;  subscript  t  (e.  g.,  Pt)  refers  to  th»piiirtiimww»ifc,^»p>MS''^'»'V'. 

figures  for  the  current  month.  ««— an  \ 

(c)  The  formula  for  obtaining  the  production  A = (12^9-847)  (gjeTZ^Mr) +*** 

worker  e^to  for  the  current  month,  when  -ai,412x0.»862) +80=  11.256+80=11.335 
atypical  firms  are  present,  is: 

/ J»,_"  J>,"\  M-  (2.258- 123)  r(f^^) 

^1— 1^«—    .'^B  ;l    p      «i  pi,|i-    t^l         U;  /  11,886—80  /  7,885-80  \T  .  „ 

Vl2.26»-«47/  8,761— 874^  J+  ** 

TO.  fotmuk  holds  for  each  of  the  fom- typet  =  (2.136)  x  (1.0510) x (!.(»+ 15-2,244+ 15=2.259 
of  situatioiis.    (It  may  be  noted,  m  addition, 

that  the  formula  holds  for  the  case  where  no  i4i=Pi+Art-*ll,386+2,2M»  18,694 

atypical  firms  are  included  in  the  sample,  inas-  xp  _•.  ..v  w    _h^  ..v 

much  as  the  "J*"  'b  are  equal  to  zero  and  the  Now.-Observe  that  the  term,  (pjir^^.  )/(gp^. ) 

formula  reduces  to  the  familiar  link-relative  '»  fonnula  (2)  equals  i.OOOO  in  situation  (l)  and  may 

projection  of  the  current  estunato.)  *»  «™^  '^^"^  the  formula,  although  some  analysts 

Boaj  prater  to  retain  it  as  a  check  on  the  computations. 

(d)  The  formula  for  obtainiiig  the  nonpro-  The  explanation  for  this  resuHta  that  p»^,  and  *>'''= 
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Ottrrent  Estim^ates 


4Ji^ 


4.3-^  EstlmoHng  Production  and  Nonproduc- 
Hon  Workers  When  Atypical  Firms 
Are  Included  in  the  Sompie — Con. 

**,P",  inasmuch  as  all  sample  firms  report  both  pro- 
duction workers  and  all  employees.    Accordingly,  the 

(Pi  —  "   Pi"\  //    Pi  —  "    Pi"\ 

Moreover,  formula  (1)  after  transposing  terms  and 
dividing  through  by  (Po-",Po"),  becomes    p~"'p'" 

•=^p — ,' p,.'  Henoe,  the  term  in  formula  (2)  is  equal 

•■»  0  »■«  0 

to  1.0000. 

Situation  (2):  Some  reporting  establishments 
fail  to  report  aU  employees,  and  all  of  the  atypi- 
cal firms  are  included  in  the  group  reporting 
both  production  workers  and  all  employees. 

Estimattt  Pwyloai  month      Current  month 

AU  employees Xa-14,617        To  be  compated  Xi 

Production  workers JRi- 12,260        To  be  computed  Pi 

Nonproduction  worken W«-  2,258        To  be  computed  Ni 

Sample  firms  reporting  prodtKiion  workers  and  ail  em- 
ployee* 

Production  workers pt-7,S71  7,S48-9i 

Nonproduction  workets m- 1,387  l,S7D*iii 

AtyploaJ  production  workers....  "p."-   847                 80- "pi" 

AtTPtodnooprodnotionwaiken..  "m"-    123                U-'W 

AU  eample  firma 

Prodnotton  workers ^-8^761  7,885-^ 

Atypioftlprodaotioii  worken...    "JV"  817  9a^"j\" 

Pi=(12,259-847)(8^^^)+80 

=  (11,412X0.0862) +  80=  11,255+80=  11,335 

Ar.=  (2.268- 123)  [Q^^) 


(  11,335-80  /  7,348- 
V  12,259 -847/7,371-? 


'^7)]+" 

=  (2,135)  X  (1.0720)  X  (0.9862/1.1140)  + 15 

=  (2,135X1.0720X0.8853) +  15=2,026  + 15=2,041 

4i = P, + N,  =  1 1,335 + 2,041  =  13,376 


SxTUATiGN  (3):  Some  reporting  establish- 
ments fail  to  report  all  employees  and  one  or 
more  but  not  aU  of  the  atypical  firms  are  in- 
cluded in  the  group  reporting  both  production 
workers  and  all  employees. 


JSsh'matea 


Previous  month       Current  month 


AOempioyees A%—\KM1        To  be  computed ^ 

Production  workers A>«12,2M        To  be  oompated  A 

Nonproduction  workers M**2,2JS8         To  be  computed  Ni 

Sample  firms  reporting  production  workers  and  all  em- 
ployees 

Production  workers fii-7,371  7,S48>'Pi 

Nonproduction  worken m—  1 ,387  1 ,370-*iii 

Atypical  production  workers  . .    "p." -238  30*>"^" 

Atypical  nonproduction  workers,    "ik"—?!)  U—^Mf" 

AU  sample  firms 

Production  workers ,A-8,781  7JBK— »n 

Atypical  production  workers "^"-847  80— "rft" 

P,=(.2,259-847)  (l^=|^)  +  80 

=  (11,412X0.9862) +  80=  11,255+80=  11,335 

/  11,335-30  /  7,348-30  \1  .  ., 
V  12,259 -238/  7.371  -  238/ J  "^** 
=  (2,188)  X  (1.0304)  X  (0.9404/1.0259) +18 
=  (2,188X  1.0304X0.9167)  + 13=2,067+ 13=2,080 
>li=P»+Ar,=ll,335+2,080=  13,415 

Situation  (4):  Some  reporting  establishments 
fail  to  report  all  employees  and  none  of  the 
atypical  firms  are  included  in  the  group  report- 
ing both  production  workers  and  all  employees. 

Preyious  month  Current  month 


Estimates 

All  employees 

Production  workers 

Nonproduction  workers 


i4«-  M,S17  To  be  computed  At 
Pt"  I2,2S»  To  be  computed  Pi 
iV*-  2,258       To  be  oompated  Ni 


Sample  firms  reporting  production  toorkers  and  all  em- 
ployees 

Production  workers pi-  7,371  7,3il—|h 

Nonproduction  workers x—  1,387  MIO— ■■ 

Atypical  production  workers 

Atypical  nonproduction  wwk- 


All  sample  firms 

Production  workers (A— 8,1«l 

Atypical  production  workefs....  ",P»"-     847 


rjm^mPi 
ao-'-.p^ 


P.=(12,259-847)  (|^-^)  +  80 

=  (11,412X0.9862) +80=  11,255+80=11.335 

/ll,335-0  /7,348-0\1     ^ 

U2,259  -  0/7,371-0/ J  "•■" 

=  (2,258)  X  (0.9877)  X  (0.9246/0.9969) 

=  (2,258  X  0.9877  X  0.9275)  =  2,068 

Ai=  Pi  +  Ar,=  11,335+2,068=  13,403 


I 


<  * 
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4.4     OTHER  BLS  PROCEDURES  FOR  PROJEaiNG  CURRENT  ESTIMATES 


This  space  reserved  for  presentation  of  other  BLS 
procedures  for  projecting  current  estimates. 


w 


4i 


•^ 


III 


II 
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Owrrent  EiiinuUes 


4.5     USE  OF  UC  DATA  TO  PROJEa  CURRENT  ESTIMATES 


4.5-1     G«n«ral 

It  was  noted  previously  (sec.  4.1-2)  that  un- 
employment compensation  data  (among  other 
types  of  employment  data)  are  sometimes  used 
to  project  current  employment  estimates.  The 
unemplo3rment  compensation  data  so  used  are 
available  (1)  in  the  UC  annual  report,  ES-203, 
which  provides  employment  data  by  industry 
for  each  month  of  the  year;  and  (2)  in  the  UC 
quarterly  report,  ES-202,  which  contains  the 
same  basic  data  as  the  anual  report,  for  the  cur- 
rent quarter  and  for  the  first  month  of  the 
previous  quarter,  for  a  group  of  identical  estab- 
lishments. The  ES-202  reports  are  due  on  the 
15th  of  the  fourth  month  after  the  end  of  the 
reference  quarter.  In  the  examples  in  4.5-3, 
an  extra  month  is  allowed  for  delay  in  prepar- 
ing this  report,  reviewing,  etc. ;  if  this  month  is 
not  needed,  State  Program  estimates  based  on 
the  ES-202*s  will  be  moved  up  a  month.  The 
ES-203  report  is  due  on  July  31  following  the 
year  of  reference  and  should  normally  be  avail* 
able  for  all  States  by  January  off  the  following 
year. 

4.5-2     Conditions  Under  Which  UC  Data  Art 
Used 

Mention  has  already  been  made  of  the  fact 
that  UC  data  possess  certain  shortcomings  inso- 
far as  their  use  in  projecting  current  estimates 
is  concerned.  Principal  among  these  are 
changes  in  coverage  provisions  from  one  year 
to  another  in  some  States ;  the  use  in  preparing 
contributions  reports  of  industrial  classification 
practices  different  from  those  of  the  BLS ;  the 
"20- week  provision";  and  the  time-lag  in  the 
preparation  of  the  UC  reports.  Despite  these 
shortcomings  the  UC  data  possess  definite  value 
and  are  used  for  projecting  current  estimates  in 
two  types  of  cases : 

(a)  Where  BLS  has  no  sample. 

(b)  Where  the  BLS  sample  is  of  doubtful 
quality  and  cannot  be  relied  upon  for  good 
estimates. 


4J-3     Gonerol  instructions  for  Uso  of 
In  Profocting  Estimottt 

The  general  instructi<m8  for  the  use  of  the 
ES-202  report  in  projecting  estimates  and  re- 
vising the  estimates  are  as  follows :  * 

(a)  To  illustrate  the  procedure  for  a  period 
of  months,  it  is  assumed  that  the  adjustment  to 
a  first  quarter  1947  benchmark  was  completed  in 
February  1948  (the  first  quarter  1947  UC  bench- 
mark listing  should  have  been  available  in  No- 
vember 1947).  By  March  15,  1948,  therefore, 
the  following  should  have  been  completed: 
benchmarks  for  January,  February,  and  Mardi, 
1947;  estimates  for  April  through  September 
1947  derived  from  the  ES-202's;  and  estimates 
for  October  1947  through  January  1948  pro- 
jected by  the  BLS-State  sample.  (It  is  assumed 
for  the  purposes  of  this  discussion  that  some 
sample  is  available.  If  not,  substitute  ^extnr 
poktion"  for  "State  tabulation.") 

(b)  Mabch  15, 1948. 

(1)  Compute  second  estimate  for  January, 
using  final  State  tabulation. 

(2)  Compute  first  estimate  for  February, 
using  preliminary  Stete  Ubulation. 

(c)  Apbii,  15, 1948. 

(1)  Compute  second  estimate  for  February, 
using  final  State  tabulation. 

(2)  Compute  first  estimate  for  March,  nsing 
preliminary  State  tabulation. 

(d)  Mat  15,  1948. 

(1)  The  fourth  quarter  1947  ES-202  is  avail- 
able. Derive  worksheet  estimates  for  October, 
November,  and  December,  1947  by  use  of  ES- 
202,  tying  the  estimates  to  the  adjusted  work- 
sheet estimate  for  September  194T.  Do  not 
issue  these  new  worksheet  estimates,  however, 
unless  they  are  significantly  different  from  the 
old  estimates. 

(2)  Project  the  following  new  worksheet  esti- 
mates :  Third  estimates  for  January  and  Febm- 

■  The  ■pedfle  handllac  of  a  putleiilu-  ■8-202  i^ort  !■  dto- 
cuued  In  the  foUowlac  aeetloa  (mc  4.8-4). 


\ 


li 
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4J-3     <l«iMral  btstrucliMM  for  Us*  of  ES-202 
In  Frei»cliiig  Estimatet — Continued 

ary  1948;  second  estimate  for  March.  Project 
tbe  first  estimate  for  April.  Cc»npare  the  new 
February  and  March  estimates  with  the  old  and 
i<Bvise  to  the  new  estimates. 

Note. — The  January  worksheet  estimate  will 
not  be  published  unless  it  differs  significantly 
from  the  latest  published  estimate  for  that 
mcmth.  Publication  of  the  February  estimate 
is  qotional.* 

(e)  JmiBlS,  1948. 

(1)  Compute  second  estimate  for  April, 
using  final  State  tabulation. 

(2)  Compute  first  estimate  for  May,  using 
preliminary  State  tabulatiotn. 

(f )  JI7I.T  15,  IMS. 

(1)  Compute  second  estimate  for  May,  umng 
final  State  tabnkldoiL 

(2)  Compute  first  estimate  for  June,  using 
preliminary  State  tabulation. 

(g)  Avmjtrr  15, 1948. 

(1)  The  first  quarter  1948  ES-202  is  avail- 
able. Proceed  as  in  May,  obtaining  new  work- 
sheet estimates  lot  January,  February,  and 
March,  1948;  third  worksheet  estimates  for 
April  and  May ;  second  worksheet  estimate  for 
June;  and  first  estimate  for  July.  Issue  the 
new  May  and  June  estimates  and  the  July  esti- 
mates, but  not  the  ones  for  January  through 
April  unless  they  differ  significantly  from  the 
oldimee. 


Mab.  1, 1948 


Mab.  1, 1948 


Ofirr&nt  Estimatea 


(h)  SarnacBEB  15, 1948. 

( 1 )  Compute  second  ei^imate  for  July,  using 
final  State  tabulation. 

(2)  Compute  first  estimate  for  August,  using 
preliminary  State  tabulation. 

(i>  OGSoml5,194a 

(1)  Compute  seooiid  estimate  for  August, 
using  fin^l  State  tabulation. 


*  PoMlcattoii  of  tlie  esttnate  fte  tk*  secoad  previous  nKWtli 
la  ovtloiial.  Xa  the  following  wofgiea,  however,  estlmatet 
flor  tlw  weond  prerioos  month  an  always  shown  as  pohllslwd 
iata  for  pnrpoa*  of  Ulutratloa. 


(2)  Compute  first  estimate  for  September, 
using  preliminary  State  tabulation. 

(j)   NOTEMBEX  15, 1948. 

The  second  quarter  1948  ES-202  is  available. 
Proceed  as  in  August,  obtaining  new  work- 
sheet estimates  for  April,  May,  and  June,  1948 ; 
third  worksheet  estimates  for  July  and  August ; 
second  worksheet  estimate  for  September;  and 
first  estimate  for  October.  Issue  the  August, 
September,  and  October  estimates  only,  unless 
the  revised  April-July  estimates  differ  signifi- 
cantly from  the  old  ones, 

(k)  December  15, 1948. 

(1)  Compute  second  estimate  for  October, 
using  final  State  tabulation. 

(2)  Compute  first  estimate  for  November, 
using  preliminary  State  tabulation. 

(1)  Januart  15, 1949. 

(1)  Compute  second  estimate  for  November, 
using  final  State  tabulation. 

(2)  Compute  first  estimate  for  December, 
using  preliminary  State  tabulation. 

(m)  FEBBnARTl5,1949. 

(1)  Compute  new  estimates  for  April  1947 
through  March  1948,  using  link-relatives  from 
1947  ES-208  and  first  quarter  1948  ES-202. 

(2)  Adjust  the  new  estimates  for  January, 
February,  and  March,  1948  to  new  benchmarks 
for  these  months,  wedging  a  difference,  if  ap- 
preciable, back  through  April  1947.  The  com- 
putations in  (1)  may  of  course  be  done  earlier, 
if  desired,  since  the  ES-203  and  ES-202  are 
available  earlier.  However,  there  is  little  point 
to  publishing  revised  estimates  from  (1)  before 
adjusting  the  series  to  the  1948  benchmarks. 

(3)  Revise  the  estimates  for  April  through 
September  1948,  using  the  new  benchmark  as  a 
base  and  the  second  and  third  quarter  1948 
£S-202's  for  projecting  the  estimates. 

(4)  Project  the  third  estimate  for  October 
and  November  and  the  second  estimate  for  De- 
cember, using  the  revised  estimates  of  the  pre- 
ceding months  as  a  base  and  the  BLS  sampli* 
for  projecting. 

(5)  Project  the  preliminary  estimate  for 
January.    Publish  the  entire  revised  series. 


4.5-3     General  Instructions  for  Use  of  ES-202 
in  Projecting  Estimates— Continued 

(n)  Repeat  the  foregoing  cycle  in  subsequent 
years. 

4.5-4     Specific  Handling  of  ES-202  Reports 

(a)  Check  data  for  reasonableness  and  tabu- 
lating accuracy. 

(b)  Correct  for  classification  changes,  uti- 
lizing whatever  information  is  entered  in  the 
"Remarks"  column  on  the  right-hand  side  of  the 
tabulation  to  serve  as  a  guide  in  making  such 
corrections.  It  is  advisable,  too,  that  non-UC 
contract  agencies  check  with  the  particular 
State  UC  agency  to  find  out  what  their  usual 
practice  is  in  making  and  explaining  classifica- 
tion changes.  It  is  also  advisable  to  obtain 
listings  containing  the  ES-202  data  for  indi- 
vidual firms.  A  number  of  UC  agencies  run 
ES-202  listing  tabulations  as  a  regular  practice. 
Others,  which  do  not  prepare  ES-202  listing 
tabulations,  may  prepare  a  preliminary  ES-203 
listing  tabulation  soon  after  the  ES-202  data 
for  the  quarter  are  tabulated. 

(c)  The  non-UC  contract  agencies  should  ob- 
tain from  the  UC  agency  a  list  of  "complete 
conversions"  which  may  have  taken  place  since 
the  last  quarter  and  correct  for  them.  The  data 
desired  for  complete  conversions  are  the  same 
as  those  now  reported  on  the  ES-202  for 
"gradual  conversions."  Adjustment  for  the 
former  should  be  made  in  the  same  way  as  for 
the  latter.     (See  section  4.5-6  (d)   (2).) 

(d)  The  monthly  estimates  are  projected  by 
means  of  the  ES-202  data  as  follows: 

(1)  Compute  the  ratio  of  the  best  worksheet 
estimate  to  the  corrected  ES-202  figure  for  the 
first  month  of  the  "previous"  quarter. 

(2)  Multiply  each  of  the  three  corrected  fig- 
ures for  the  months  of  the  current  quarter  by 
the  above  ratio  to  obtain  the  estimates  for  each 
of  these  months. 

Note:  The  result  is  the  same  as  obtaining  the 
link-relatives  between  each  of  the  three 
current  months  and  the  first  month  of  the 
previous  quarter  and  multiplying  the  best 
worksheet  estimate  for  the  latter  month  by 
each  of  the  three  relatives.    The  recom- 


mended method,  however,  simplifies  the 
calculations  a  little. 

4.5-5     Table  Shovring  Use  of  UC  Data  In  Pro- 
paring  Current  Estimates 

Table  4.1  below  shows  the  month  of  publica- 
tion or  revision  of  all  1947  estimates  and  the 
source  of  the  data  used  in  projecting  the 
estimates. 

4.5-6     Illustration  of  Estimating  Process 

The  following  hypothetical  example  has  been 
set  up  in  order  to  illustrate  the  procedure  for 
preparing  estimates  through  the  use  of  the 
ES-202  report  for  an  industry  in  which  the 
State  sample  is  weak.  (For  industries  in 
which  there  is  no  BLS  sample,  the  estimates 
ordinarily  projected  by  means  of  the  sample 
are  projected  by  extrapolation  instead.) 

(a)  On  February  15,  1948,  the  following 
estimates  should  have  been  completed  and  pnb- 

fitate:  West  Dakota. 
Indtutry:  90, 


Figures  published  Feb. 
15,  1948 


Data  for — 


1947 

January 

February 

March 

April.- 

May. 

June 

July 

August 

September 

October- 

November 

December 


tB48 


January. 


2,918 
2,972 
3,012 
3,092 
2,916 
2,882 
2,820 
2,893 
2,830 
2,710 
2,850 
2,940 


3.070 


Source  of  data  or  link-nia. 
tive  used  for  mnHng  tlie 
fwtimatf 


1947  benclunark  IJstiDg. 

Do. 

Do. 
2d  quarter  E&-203. 

Do. 

Do. 
3d  quarter  ES-202. 

Do. 

Do. 
State  sample. 

Do. 

Da 


Do. 


*ii* 


II 
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1,1948 


IIiIimL^  It  is  ftmuned  tlutt  this  is  an  industry 
in  viiiflli  total  anployment  only  is  estimated. 
For  indnatries  in  which  production  worksm 
ai«  estintatad  tha  neoMMry  modifications  of 
method  are  lairly  obvioaa;  thara  should,  of 
course,  be  few  industries  for  which  production 
woilBar  latimalea  are  made  in  which  it  is  neces- 
sary to  use  ES-flOS  data. 

(b)  Mabcb  15,  IMS. 

8lai§  mmtfk  §mfloymmt  data 

flaal  tebolatioB: 

Deeember  1047 - ilT 

Imamtj  194S. Hf 

imamf  IMS  liBk.nlaaire->|^ 

Begiilar  wtimate  (FT)  for— 

117 

i0M-a,94Ox|j|-a^osc 

tabulation: 
IMS- SSO 

P*fW»y  IMS. 612 

S13 
Fobraary  IMS  Unk-td^tlTt—  — 

Fnliminary  estimate  (FT)  for— 

S13 
Januaff  1MS-3,0MX^-S,233. 

« 

FtfM-M  fnUMkwi  Mmek  IS,  1948 

Data  for —  »»thmmt 

DeeimlMr  1M7 S>MO 

Jamiary  IMS. *a;OM 

February %3SS 

•1 


(o)  Amol  15|  IMS. 


tabulatioii: 

January  IMS 

February  IMS. 7M 


•m 

IMS  iink-relatlve—rri* 

7n 


February 

7M 
FT  for  February  1M8= 3,054  X^^-3,aM. 


«  UBittoiMtod  flgaiM  !•?•  bmm  mmA  la  nfttrloc  to  pnbUAad 
Mtliiutes  tbroofflioiit  tlile  Ulmtntlv*  eaaple  lo  orter  that 
tb»  rMdcr  ml^t  ta  eUt  to  tmeo  tacfc  tte  4wii«tioa  of  tlM 


FiaiiiiilBary  tabulation: 

FWauary  IMS. 64S 

Blarch  IMS S6S 

Maraii  IMS  Unk-nlayTe-— 

fMO 

FT  for  Mansh  lMS-3»0MX^-3,lfle. 

FUfHTM  ptMiAed  Apr.  iS,  i»4S 

Data  for—  » iiifiii 

January  IMS S^OM 

February *S,OM 

March %1SS 


(d)  Mat  16,  IMS. 

(1)  Unadjusted  ES-202  data  are  shown 
babw: 

Industry  99: 

Ciovend  amploymeirt: 

July  1M7. 2.382 

October  1M7 S^SSl 

November  1M7 S;S40 

Daeembw  1M7 S»880 

Data  lalatlfa  to  industrial  reclassification  (except 
small  imits  and  complete  conTerslons) : 

Previous  3-digit  code.. .— .- SW 

Current  3-digit  code 999 

Employment  September  1M7 lOS 

(8)  The  ES-202  figures  must  first  be  adjusted 
for  daseification  changes.  The  above  hypo- 
thetical example  shows  that  a  firm  with  em- 
ployment totaling  106  in  Industry  89  has  been 
reclassified  into  Industry  99  as  of  the  fourth 
quarter  of  1947.  Presumably  (if  BES  instruc- 
UoDB  for  filling  out  the  ES-202  have  been  fol- 
lowed) the  July  1M7  figure  excludes  the  re- 
olasnfied  firm,  while  the  current  quarter  months 
include  this  firm.  It  is  advisable  that  the  non- 
UG  contract  agency  check  with  the  UC  agency 
to  verify  this,  as  well  as  the  State  agency's  policy 
in  footnoting  the  ES-202  in  re  "complete  con- 
versions" and  noneconomic  classification 
changes.  If  possible,  the  non-UC  contract 
agency  should  obtain  notification  of  classifica- 
ti(m  changes  from  the  UC  agency.  In  addition, 
the  non-UC  contract  agency  should  find  out 
whether  the  UC  agency  runs  listings  of  indi- 
vidual firm  data  in  preparing  its  ES-202's  and 
if  10^  request  a  carbon  copy  of  such  listings  in 


DATA 
FOR— 


Feb. 


1947 


Mar. 


Apr. 


May 


Juno 


July 


1947 


TABLE  4.1 

Summary  of  TyptB  of  Eslimatea  and  CyeUt  of  Revimon  When  Estimates  Are  Based  Primarily  on  UC  Data 

Estimates  for  January  1947  through  January  1949,  showing  for  each  month  the  source  of 
the  current  link-relative  used  for  projection,  and  the  base  to  which  the  relative  is  linked  « 


Aug. 


Sept. 


Oct. 


MONTH  OF  PUBLICATION  OR  REVISION  AND  SOURCE  OF  DATA 


Nov. 


Dec. 


Jan. 


1048 


Feb. 


Mar. 


Apr.  May 


June 


July 


Aug. 


Sept. 


Oct. 


Nov. 


Dec. 


1949 


Jan. 


Feb. 


January 

February 

March 

April 
May 
June 

July 

August 

September 

October 

November 

December 

t94S 


23xPT  23xFr  (24xFT) 

23sPT  23xPT     24xFT 
23xPT    24xFT 

24xPT 


(24x21) 
(24x21) 
(24x21) 

24xFT  (21xFD 

24xPT   24xFT  21xFT 

24xPT   21xFT 


(21x22) 
(21x22) 
(21x22) 


21xPT   21xFT  (22xFT) 

21xPT  21xFT     22xFT 
21xPT     22xFT 

22xPT 


B7 
B7 
B7 

B7x22 
B7x22 
B7x22 

22x23 
22x23 
22x23 

22xFT  23xFT 

22xPT    22xFT   23xFT 

22xPT   23xFT 


(23x24) 
(23x24) 
(23x24) 


B7xA7 
B7xA7 
B7xA7 

B7xA7 
B7xA7 
B7xA7 

B7xA7 
B7xA7 
B7xA7 


January 

February 

March 

April 
May 

June 

July 

August 

September 

October 

November 

December 

i»4» 


23xPT  23xFT  (24xFT) 

23xPT   23xFT     24xFT 
23xPT    24xFT 

24xPT 


(24x21) 
(24x21) 
(24x21) 

24xFT  (21xFD 

24xPT  24xFT   21xFT 

24xPT   21xFT 


(21x22) 
(21x22) 
(21x22) 


21xPT  21xFT  (22xFT) 

21xPT  21xFT    22xFT 
21xPT    22xFT 

22xPT 


22xFT 

22xPT  22xFl 
22xPT 


A7x21  B8 
A7x21  B8 
A7x21       B8 

B8x22 

B8x22 
B8x23 

22x23 
22x23 
22x23 

23xFT 
23xFT 
23xFT 


January 


23xPT 


.Tbe«mp..ro,.y.ba...„.«.(e.g^n^W^^^^^^^^^ 

FT-Flnal  State  monthly  tabolaUon  ^"^  quarter  ES-202  b7-  1947  Benchmark 

M-lst  quarter  E8-202  ^'•M  quarter  ES-202  B8-1948  Benchmark 

PaiatboNj  around  irmbOls  in  a  cell  manu  thitt  Ukm.  .» .»rv  .K^t  ^1     .        ..  ^  34-4th  quarter  E8-202  A7- Annual  ES-203  for  1947 

rw^umm  aroona  lymixus  to  a  cell  mami  that  time  are  work  abeet  estimates  and  are  not  published  unless  they  differ  rigniflcantly  from  the  last  published  estimate. 


U.  t.  MV 


lorricK 


aiiaos 


Uam.  1,1948 


Current  EiUmates 


4.S-6    Ulustrafioii  of  EfHmcitins  Procsst — Con. 

order  to  make  the  classification  adjustments  on 
as  exact  a  basis  as  possible. 

(8)  In  the  above  example,  we  will  assmne 
that  no  data  other  than  those  supplied  in  the 
ES-202  are  available.  Accordingly,  the  Sep- 
tember 1947  employment  of  the  converted  firm 
will  be  carried  forward  as  a  constant,  and  this 
figure  (108)  will  be  deducted  from  each  of  the 
three  current  month  figures.  It  may  be  noted 
here  that  the  adjustment  for  this  conversion  will 
not  usually  be  carried  out  in  subsequent  quar- 
ters, since  the  current  ES-202  is  the  only  one 
which  will  show  an  abrupt  change  in  level  be- 
cause of  the  reclassification,  and  the  employment 
in  the  reclassified  establishment  wiU  presum- 
ably not  be  readily  available  for  later  quarters. 
However,  if  the  reclassified  firm  is  very  large 
it  may  be  advisable  to  adjust  future  ES-202's 
if  employment  data  for  the  firm  are  available 
from  contributions  reports. 

(4)  The   adjusted   fourth   quarter   ES-202 
data  are  as  follows : 

July  1W7 2.392 

October  1047 2,228 

November  1947 2,282 

December  1947 2,272 

The  latest  July  1W7  estimates  (sec.  4.5-«  (a) ) 
is  2,820.   The  ratio  of  July  1947  esthnate  to  July 

1947  ES-302  figare-|||= 1.1789. 


mUmatti 
Revised  woiteheet  estimate  for  Oetober  1947«: 

2,228X1.17M«2,621 2, 710 

Revised    worluheet    estimate    for    November 

1947=2,232X1.1789=2,631 2, 850 

Revised    worksheet    estimate    for    December 

1947=2,272X1.1789=2,678 2,940 

These  revised  worksheet  estimates  are  not 
sufficiently  different  from  the  latest  published 
estimates  to  justify  special  publication  of  the 
revisions  (see  criteria  for  publishing  revisions, 
sec.  4.5-7,  below).  These  revised  worksheet 
estimates  are  used,  however,  as  bases  for  project- 
mg  estimates  for  succeeding  months. 

(5)  Revised  worksheet  estimates  for  January 
and  Febmaiy  are  also  projected  at  this  time 


using  the  most  recent  woricsheet  estimate  for 
December  as  a  starting  point,  and  the  most 
recent  State  sample  link-relatives  for  projecting 
the  revised  worksheet  estimates. 

Revised   work^eet   estimate    for   January 

m8=2,678x|j^=2,782. 

Revised  worksheet  estimate  for  Februaiy 
1948=2,782X^=2,818. 

The  revised  worksheet  estimate  for  January 
(2,782)  is  not  sufficiently  different  from  the 
latest  published  estimate  (3,054,  published 
March  15)  to  justify  publication  of  the  revision. 
However,  the  revised  February  worksheet  esti- 
mate (2,818)  would  be  published  if  the  contract 
agency  is  following  the  policy  of  publishing  esti- 
mates for  the  current  month  and  two  preceding 
months. 

(6)  At  the  same  time  the  regular  estimate 
(FT)  for  March  and  the  preliminary  estimate 
(PT)  for  April  are  projected. 

State  tample  etnplojftnent  data 

Final  tabulation: 

February  1948 ^^g 

March  1948 m* 

March  1948  link-rolative-^ 

FT  esUmate  for  March  1948-2,818X^=3,015. 

Fk«liminary  tabulation: 

March  1948 hqq 

Aprfl  1948 ----"""I""I"'  632 

April  1948  link-reUtive-^ 

000 

PT  estimate  for  April  1948-8,016X^-3.176. 

Btvued  iporkMheet  etUmaUa  prepared  May  16,  l»48 
Data  for—  -^ 

October  1947 .ZTTSl 

November «  osi 

December 2.678 

January  1948... -..::"":::::;":  2.  782 

^*™^ 2,  818 

Figuree  publiahed  Man  H,  i948 

Data  for —                                                     rwiwiT 
February  1948 ^  gig 

f**^ •3,016 

^^ 8.  m 

'Bcvind  torn  nwyfamiy  pnuifht,]  .-♦iithi^ 


I 


. 


f 


I 
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Mab.  1,1948 


Mar.  1, 1948 


OurrerU  EsHmaies 


43-6 


4J-i     niufltrolion  off  itfimofing  fProcvtt — Con. 
(e)  June  15,  1948. 

State  mmpU  emptoyment  data 

Fiiud  tabulation: 

March  1948 :.  —  ... .--  743 

April  1M8- 788 

780 
April  1048  liiik-felativ«a>i^ 

FT  for  April  1948=3,015X^-3.202. 

PwHmfnary  tabulation: 

April  1948 --- 688 

May  1»48- 502 

May  19481iiik-ielative-^ 

PTIbr  May  1048«3202x|^-«3.351. 

Fi§uru  ftiblitked  June  16, 1948 
Datafoi^-  »iii»/«inii«i/ 

Mareli  1048. 3,015 

ApriL- - •8,302 

Ifiiy.. 8^881 

•ItoTtoBd  ovw  kMt  pabUabed  Mrtiiiwto. 

.  (!)  JiTLT  16,  1948. 

iStole  tamfU  employifwnl  data 

Final  tabulatian; 

April  1948 706 

May  1048 - ...— —  808 

808 
May  1048  link-relative—^ 

FT  for  May  1048=3.202x|^-3,280. 

Preliminary  tabulation: 

May  1048. 540 

June  1048- 687 


June  1048  link-relative— 


627 
64S 


527 


FT  for  June  1048=3,250X^-3,172, 

Figwrea  pubiiehed  J*dv  IS,  1948 
Data  for —  Mmpiotmrnt 

April  1048 8,302 

May *3,250 

Jane - - 8, 172 

•Bmlnd  ovar  lart  pobUsbed  estioate. 

(g)  August  15,  1948. 

(1)  Adjusted  first  quarter  1948  ES-202  data 
are  as  follows  (method  of  adjusting  discussed  in 
sec.  4.^-6(d)(2)-(4)): 


Oovered  employment: 

October  1947 -- 3,806 

January  1948 ---....  2,468 

February  1948. - - 3,416 

March  1048 . ^ 3^488 


The   latest   October    1047   worksheet   eetimate    (Me. 

4.5-6(d)(4))  is  2,621.    The  ratio  of  October  1947 eeti- 

2  621 
mate  to  October  1947  F^202  figure— |^- 1.1366. 


pMUktd 
NftaMta 

Revised  worksheet  estimate  for  January  1948— 
3.468X1.1366=2,806 8,054 

Revised  worksheet  estimate  for  February  1948— 
2,416X1.1366=2,746 2,818 

Revised  worksheet  estimate  for  March  1948— 
2,488X1.1366=2,828 8,016 

None  of  these  revised  worksheet  estimates 
differ  sufBcientlj  from  the  latest  published 
estimates  to  warrant  publication  of  the  work- 
sheet revision. 

(2)  New  worksheet  estimates  are  now  pre- 
pared for  April  and  May  using  the  most  recent 
worksheet  estimate  for  March  as  a  base,  and 
the  most  recent  State  sample  link-relatives  for 
projecting  the  revised  worksheet  estimates. 

Revised  worksheet  estimate  for  April  1948= 

7QQ 

2,828X^=3,003. 
Revised  worksheet  estimate  for  May  1948=> 

ana 
3,003X|^=3,253. 

The  revised  worksheet  estimate  for  April 
(3,003)  is  not  sufficiently  different  from  the 
latest  published  estimate  (3,202,  published 
July  15,  1948)  to  warrant  reissuing  it.  The 
revised  May  worksheet  estimate  (3,253),  would 
be  published,  however,  if  the  contract  agency 
is  following  the  policy  of  publishing  estimates 
for  the  current  month  and  two  preceding 
months. 

(3)  At  this  time,  the  regular  estimate  (FT) 
for  June,  and  the  preliminary  estimate  (FT) 
for  July  are  projected: 

State  eample  emj^oyment  data 

Final  tabulation: 

May  1948 -... - 720 

June  1948 686 

686 
June  1948  link-relative- ^* 

686 
FT  estimate  for  June  1948=3,253X^^-8,000. 

Preliminary  tabulation: 

June  1048 680 

July  1048 648 


648 


July  1048  link-relative— ggQ- 


543 


PT  estimate  for  July  1 948 = 3,099  Xgg^- 2,901. 


4J-6     llluttration  of  Ettimoting  Process— Con. 

Rtmeed   vwrksheet   eetimatee   prepared   Aug.    IS,    1948 

Data  foiv-  Employmenf 

January  1048 2,805 

February ^ i 2,  746 

March 2,828 

April .- _ _..  3,003 

May 3,253 

Figure*  puUiehed  Aug.  16,  1948 

Data  for—  EmvUmeid 

May  1948— _ _..  *3,  253 

June - *3,  099 

July 2,901 

'Beviaed  from  previoDSly  pabUahed  eBtimates. 

(h)  September  15,  1948. 

State  sample  employment  data 

Final  tabulation: 

June  1948 898 

July  1948 845 

July  1948  link-ielative-|^> 

FT  for  July  1948= 3,000  Xg||- 2,916. 

Preliminary  tabulation: 

July  1948- 627 

August  1048 602 

August  1048  link-relative— g27* 

PT  for  August  1948=2.916X^=2,800. 

Figures  publiehed  Sept.  15,  1948 

Data  for—  SmpUttmemt 

June  1948 .._     3,099 

July - *2,  916 

August-- - - 2,  800 

'Reviaed  over  last  published  estimates. 

(i)  October  15,  1948. 

State  sample  employment  data 

Final  tabulation: 

July  1948 _ 786 

August  1948 - 760 


August  1948  link-relative— 


750 
786 
750 


FT  for  August  1948-2,916X^-2,782 

Preliminary  tabulation: 

August  1948 4gi 

September  1948 ..- _ 497 

September  1948  link-relative-||| 

PT  for  September  1948=2,782x|||-2,875. 


Figures  published  Oct.  15,  1948 
Data  for —  ... 

hmplotmenl 

July  1948- 2,  916 

August ♦2,  782 

September 2  875 

'Revised  over  last  published  estlnisto. 

(j)  November  15,  1948. 

(1)  Adjusted  second  quarter  1948  ES-202 
data  are  as  follows  (method  of  adjusting  dis- 
cussed in  sec.  4.5-€  (d)  (2)-(4)): 

Covered  employment 

January  1948- «  2A« 

April  1948 —  JrJ 

May  1948. —  J  rJJ 

June  1948 - -1^1""^'  J447 

The  latest  January  1948  estimate  (sec.  4.5-6 

(g)  (1))  is  2,805.     The  ratio  of  January  1948 

estimate   to   January    1948   ES-202    fiirure= 
2  SO*!  **fc»*»o 

27263=^-2450. 


Revised  worksheet  estimate  for  April  1948= 
2,549X1.2450=3,174— ,302 

Revised  worksheet  estimate  for  May  1948== 
2,584X1.2450=3,217 _ ,  353 

Revised  worksheet  estimate  for  June  1948= 
2,447X1.2450=3,047 3^  q^ 

All  three  of  the  worksheet  estimates  are  fairly 
close  to  the  latest  pubUshed  estimates,  hence 
are  not  issued. 

(2)  New  worksheet  estimates  are  now  pre- 
pared for  July  and  August  using  the  most 
recent  worksheet  estimate  for  June  as  a  starting 
point  and  the  most  recent  State  sample  link- 
relatives  for  projecting  the  revised  worksheet 
estimates. 

Revised  worksheet  estimate  for  July  1948= 
3,047X||^=2,869. 

Revised  worksheet  estimate  for  August  1948= 
2,869X^=2,738. 

The  revised  worksheet  estimate  for  July 
(2,869)  is  fairly  close  to  the  latest  published 
estimate  (2,916),  hence  it  is  not  issued.  The 
revised  August  worksheet  estimate  (2,738) 
would  be  published  if  the  contract  agency  were 
foUowing  the  policy  of  publishing  estimates  for 
the  current  month  and  two  previous  months. 


^ 


I 


•H^ 


ii 


I 
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4 J-6     llltfttration  of  Estimating  Process — Con. 

(3)  At  this  time  the  regular  estimate  (FT)  for 
September  and  the  preliminary  estimate  (FT) 
tor  October  are  projected. 

State  mmph  employmeni  data 

Jtinal  tabulation: 

August  1M8... «88 

September  1948 712 

712 
September  1948  link-relative— ggg* 

712 
FT  estimate  for  September  1948-2,738Xggg-2,829. 

F^reliminary  tabulation: 

September  1948 MO 

October  1948 «•* 

564 
October  1948  link-relative —gij^* 

SA4 
PT  estimate  for  October  1948'» 2,829X^^-3,010. 

Bttked  workthtet  e^maie*  Tprtpared  Nat.  IS,  1948 


Data  for — 

April  1948 3,174 

May — - 3,217 

June.  - 3»  047 

July - 2.M9 

August - -  2,738 

Figures  published  Nov.  15,  1948 
Data  for —  Bmpktwmt 

August  1948 — ♦2,788 

September *2,829 

October «|0W 

*BaviK<l«ftrla 


(k)  Dbcsmber  15,  1948. 

Statt  tamfh  emplaffmmU  data 

Final  tabulation: 

September  1948.. - 

Oetobw  1948 - T44 

744 
October  1948  link-relaUve— ggg* 

744 

FT  for  October  1948=2,829X^^-3,024. 

Preliminary  tabulation: 

October  1948 386 

November  1948. 410 

410 
November  1948  link-relative— g^* 

FT  for  November  1948-8024X^-3,212. 


i^t^itrst  jnMMhad  Dee.  IS,  1948 
Data  for —  Bm/pkitmni 

September  1948 2,  829 

October *8,  024 

November 3,  212 

•B«TlMd  ov«r  last  pobUriied  MrttaastBa. 

(1)  Januabt  15,  1949. 

State  tampU  employment  data 

Final  tabulation: 

October  1948... - - «80 

November  1948 788 

733 
November  1948  link-relative— ggQ- 

738 
FT  for  November  1948=3,024X^-3,260. 

Preliminary  tabulation: 

November  1948 420 

December  1948 460 

460 
December  1948  link-relative— ^' 

PT  for  December  1948=3,260X^-3,570. 

Figuree  pxMieked  Jan.  IS,  1949 
Data  for —  Emttetmtfa 

October  1948 8»024 

November -.. ♦8,260 

December 3,670 

*Bevlaed  over  laat  pablished  Mtlmste. 

(m)  Fbbruabt  15, 1949. 

At  this  time,  (1)  the  estimates  for  April  1947 
through  March  1948  will  be  revised  using  link- 
relatives  from  the  1947  ES-203  and  the  first 
quarter  1948  ES-202,  (2)  the  new  series  will  be 
revised  to  new  first  quarter  1948  benchmarks, 
(3)  estimates  for  April  through  September  1948 
will  be  revised  to  the  second  and  third  quarter 
£S-202'8  and  (4)  estimates  for  October  1948 
through  January  1949  will  be  projected  by 
means  of  the  State  sample.  The  computations 
in  (1)  may  of  course  be  done  eariier,  if  desired, 
since  the  ES-203  and  ES-202  are  available 
Mtfiier.  However,  there  is  Uttle  point  to 
publishing  revised  estimates  from  (1)  before 
adjusting  the  series  to  the  1948  benchmarks. 
The  step-by-etep  procedure  is  illustrated  below: 


4.5-4     niustrotion  of  EsHmoting  Process — Con. 

Stsp  1.  Revise  the  April  1947  through 
December  1947  estimates  using  the  March 
1947  benchmark  as  a  starting  point  and  ES-203 
link-relatives  for  April  through  December. 
(March  1947  benchmark  is  3,012). 


E8-203  employment  data  * 


Data  for 


(1) 


1947 

March... 

April 

May 

June 

July 

August 

September 

October 

November 

December 


Elmploy- 
ment 


(2) 


2,547 
2.603 
2,452 
2,517 
2,376 
2,445 
2,399 
2,284 
2,383 
2,476 


Ratio  of 

March 

1947 

benchmark 

to  March 

1947 

ES-203 

figure 

(3) 


1.  1826 
1.  1826 
1.  1826 
1.  1826 
1.1826 
1.  1826 
1.  1826 
1.  1826 
1.  1826 
1.1826 


Revised 

esti- 
mates* 
(2)X(3) 


(4) 


3,078 
2,900 
2,977 
2,810 
2,891 
2,837 
2,701 
2,818 
2.928 


'Adjusted  for  duaiflcation  dilbrenoM. 

*  Same  result  as  onnpattiig  UnkHelatives  for  all  moatlia  by  llnktog  to 
March  E8-903  figure,  but  slmpllfles  computations. 

Step  2.  Revise  the  January  through  March 
1948  estimates  using  the  adjusted  first  quarter 
1948  ES-202.  These  revised  figures  will  be 
used  in  adjusting  to  the  1948  benchmark. 

Adjusted  first  quarter  1948  ES-202  data  are 
as  follows  (from  4.5-6  (g)): 

Covered  empioymenl 

October  1947. 2,306 

January  1948 2,468 

February  1948 2,416 

March  1948 2,488 

The  latest  October  1947  worksheet  estimate 

b  2,701.    The  ratio  of  October  1947  estimate 

2  701 
to  October  1947  ES-202  figure=-4-= 1.1713. 

^         2,306 

Revised  worksheet  estimate  for  January 
1948=2,468X1.1713=2,891. 

Revised  worksheet  estimate  for  February 
1948=2,416X1.1713=2,830. 

Revised  worksheet  estimate  for  March  1948= 
2,488X1.1713=2,914. 

•OTMl- 


Stbp  3.  Compare  the  first  quarter  1948 
benchmarks  with  the  estimates  in  step  2  for  the 
corresponding  months  and  revise  the  estimates 
to  the  benchmarks.  If  the  differences  are  at 
all  marked,  wedge  back  the  inter-benchmark 
estimates  to  form  a  continuous  series  (using 
the  method  described  in  sec.  5.3-3)  as  in  th« 
example  below: 


Year  and 
month 

(1) 

Esti- 
mates 

based 
on  1947 
bench- 
marks 

(2) 

First 
quar- 
ter 
1948 
bench- 
marks 

(3) 

Coeffi- 
cients 
(AO 

(4) 

Total 
adjust- 
ment 
factor 

{T) 

(NM)  + 
1.0000 

(5) 

Ad- 
justed 
series 
(2)X(«) 

(•) 

1947 

April 

May 

June 

July 

August 

September. 
October-. - 
November- 
December. 

1948 

January. . . 
February.. 
March 

3,078 
2,900 
2,977 
2,810 
2,891 
2,837 
2,701 
2,818 
2,928 

2,891 
2,830 
2,914 

2,976 
2,920 
3.012 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 

1.0029 
1.0057 
1.0086 
1.  0115 
1.0144 
1.0172 
L0201 
1.0230 
1.0259 

1.0287 
1.0816 
1.0345 

3,087 
2,917 
3,008 
2,842 
2,933 
2,886 
2,755 
2;  888 
3,004 

J,«74 
2,919 
3.015 

The  computation  of  M  follows: 

I>=  (January +February+March)  1948  bench- 
marks minus 

(January + February + March)  1948  esti- 
mates 

=  (2,976-h2,920-h3,012)-(2,89H-2,830+ 
2,914)  =273. 

1F=  (10 X January  1948  estimate) -H  (11  XFeb- 
ruary  1948  estimate) +  ( 12  X  March  1948 
estimate) 

=  (10X2,891)  +  (11X2,830)+(12X2,914)  = 
95,008. 

Af=2?/TF=273/95,008=0.002873. 


I 


^\ 


II 


I 


li 


!l 


li 
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43-4>     lUwstfotton  of  EftimciliiHi  Ptocms — Con.  mates,    and    the   latest   revised    estiinato   for 

Step  4.  Revise  the  April  through  June  1948  September  (step  5)  as  a  sUrting  point. 

estimates,  using  the  second  quarter  ES^202  to  ^^"^"^^^^f  /^"  ^.^^tf,  \^\  [T*.     ** 

project  thesTStimstes  frt>m  the  ne,v  Januaiy  September-October    1948   State    Ubulation= 

1948  estimate  (from  the  adjusted  series,  step  3).  rsr=  (see.  4.5-6  (k)). 

A^^maM  mmti  qmrtm'  BS-mm  Latest  revised  estimate  for  September  1948= 

l«n«ary  1948,— 2,263  3,137  (step  5,  above). 

April  1948 -.. --  2,649  Revised  estimate  for  October  1948=3,137X 

May  1948 2,684  744 

June  1948 - - 2.447  ^*^^f^^- 

The  latest  Jamuuty  IMS  estimate  b  2,974  link-relative  for  November  1948  from  final 

(a4«p  3,  above).    The  ratio  of  January  1948  733 

b«nefamark  adjusted  figure  to  January  1948  OctobeiwNovember  1948  State  tabulation=gg^ 

wo  „«o  1.           2.974    ,  ^^^  (sec.  4.5-6  G))- 

ES-202figure=ri;7r= 1.3200.  V,                                       .     »^          . 

2,253  Latest  revised  estmiate  for  November  1948= 

Revised  estimate  for  April  1948»2,549X  733 

L3200=3,365.  3,353XggQ=3,614. 

Revised  estimate  for  May  1948=2,684X  g.,^  7     Project  i«gular  estimate  (FT)  for 

1.3200—3,411.  December  1948  and  preliminaiy  estimate  (PT) 

Revised  estimate  for  June  i948==2,447X  t^  Januarv  1949 

1-3200=3,230.  ^ 

SiEP  5.  Revise  the  July  through  September  *■*•  •■■•I''*  •«»p'nr»»«»rt  ^i** 

i948  estimates,  using  the  third  quarter  ES~202  Final  tatMlation: 

to  project  these  estimates  from  the  latest  re-  November  1948 810 

viMd  April  1948  estimate  (stop  4,  above).  Dwwber  1948. 821 

821 

AJ^uMikkiv'mUrm-mi  December  1948  Knk-rdative-gjo- 

Jiily  l948-""IZI-"^-II'-!^""*---"""--'I  2;61S  FT  for  December  1948 —8,61 4 XgjQ—8,6«I. 

Aiftiut  1948 - .8,410  preliminary  tabulation: 

fleptember  1948 3.492  DttpombcT  Ittfl •  HSH 

The  latest  revised  estimate  for  April  1948  Jawisfyl»49 612 

is  3,365  (step  4,  above).    The  ratio  of  April  Jaauvy  1949  Unk-relative-|^- 

1948  estimate  to  April  1948  ES-202  figuro=  c,o 

3  3gg  FT  for  JaniMny  1949= 3,668  X|j^- 8.480. 

_  g,mn ^^  1 .2'688. 

'  ^  Note. — ^In  some  States  with  ooe-or-more  cov- 

Revised  estimate  for  July  1 948=2,51 2X  ^rage  where  the  UC  agency  has  adopt^'d  optional 

1.2589=3,162.  procedures  suggested  by  BES,  and  in  which  the 

Revised  estimate  for  August  1948=2,430X  BLS-SUto  sample  for  an  industry  is  inadequate, 

0689=3,069.  ^g  ^Q^t  substitution  of  UC  data  in  lieu  of  the 

Revised  estimate  forSeptember  1948=2,492  X  estimates  yielded  by  the  process  described  in 

1.2589=3,137.  ^y^  section  may  lead  to  equally  good  or  better 

SruF  6.    Project  revised  estimates  for  Octo-  results  and  is  procedurally  simpler.     Any  Stete 

ber  and  November  1948,  using  the  final  State  which  wishes  to  make  this  direct  substitution 

tftbulation  link-relatives  for  projecting  the  esti-  should  discuss  the  matter  with  BLS. 


Mak.  1,1948 


Cwrrent  Estimates 


TABLE  4.2 

Control  Sheet  for  Use  in  Phojectino  Emflotment  Estimates  * 


Month  of  publication  or  revision 

Data  f or— 

1948 

1949 

Feb- 
ruary 

Marcli 

1  April 

May 

June 

July 

August 

Sep- 
tem- 
ber 

Octo- 
ber 

Novem- 
ber 

De- 
cem- 
ber 

Jan- 
uary 

Feb- 
ruary 

1947 
January 

2,918 
2,972 
3,012 

3,092 
2,016 
3,882 

2,820 
2,893 
2.830 

2,710 
2,850 
2,940 

8,070 

Febmary 

March 

April 

3,067 
2,917 

May 

June 

July 

0,  003 

2,842 
2,933 
2,886 

2,755 
2,883 
3,004 

2,974 
2,919 
3.016 

3,366 
3,411 
3.230 

3,162 
3,059 
3,137 

3,353 
3,614 
3,663 

3.460 

August 

September 

October 

(2,  621) 
(2,  631) 
(2,  678) 

(2.  782) 
2,818 
3,015 

3,176 

November 

December 

2,940 

3,064 
3,222 

3,054 
3,094 
3,156 

1943 
January. 

(2,805) 
(2.  746) 
(2,  828) 

(3,  003) 
3,253 
3,099 

2,901 

February 

March 

3,016 

3,202 
3,251 

3,202 
3,250 
3,172 

Apifl 

(3,  174) 
(3,  217) 
(3,047) 

(2,  869) 
2,738 
2,829 

3.010 

May 

June.. 

3,099 

2,916 
2,800 

2,916 
2,782 
2,876 

July 

August 

September 

2,829 

3,024 
3,212 

3,024 
3,260 
3,570 

October 

November 

December 

1949 
January 

«»K  ^y^^vventbeaes  iadioate  unpublished  worksheet  estfanates.  In  keeping  up  such  a  chart,  the  Stole  office  can  circle  in  red  pencQ  (or  use  soma 
other  dUtmguiahtag  mark)  to  designate  the  best  estimate  in  a  series  for  a  given  month  to  use  as  a  ba«  for  protecting  estimates  for  latw  months.  Tha 
MOW  reoeot  esthnate  (whether  pabllahed  or  onpaUished)  distinguished  In  this  manner,  would  be  used  in  a  given  Inttanoe. 
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1 
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4JI-6     Miitlralion  of  Ettimafing  Pi«CMt — Con. 

Fiffw^  published  February  16,  1949 


Dfttafor 


April 

May 

June 

«Wiy 

August.. 
September 

October 

November- 
December.. 

1948 
January 

February  „ 
March 


Employ- 
ment 


3,087 
2,917 
3,003 

2,842 
2,  933 
2, 886 

2,755 
2,883 
3,004 


2,974 

2,919 
3,015 


Source  of  data  or  link- 
relative  used  for  mak- 
tng  the  estimates 


1947  ES-203. 
Do. 
Do. 

Do. 
Do. 
Do. 

Do. 

Do. 
.  Do. 


1948  benchmark  Uat- 
ing. 
Do. 
Do. 


Data  for 


1948— Con, 
April. 

May 

June 

July 

August 

September. . 

October 

November.  _. 
December 

1949 
January 


Employ- 
ment 


3,365 

3,411 
3,230 

3,162 

3,059 
3,137 

3,353 
3,614 
3,663 


3,460 


Source  of  data  or  link- 
relative  used  for  mak- 
ing the  estimates 


2d  quarter  1948  £S~ 
203. 
Do. 
Do. 

3d  quarter  1948  ES- 
202. 
Do. 
Do. 

State  sample. 
Do. 
Do. 


Do. 


(n)  A  sample  control  sheet  listing  the  vari- 
ous worksheet  and  published  estimates  derived 
in  the  preceding  paragraphs  is  shown  in  table 
4.2.  The  Contract  State  agencies  should  keep 
current  a  control  sheet  of  this  general  form  in 
order  to  facilitate  preparation  and  revision  of 
the  estunates  made  by  use  of  the  ES-202'8. 


"SipiHIcani  Diff*r«nc«" 

HHien  vaang  the  ES-202  method  for  project- 
ing estimates,  the  general  policy  rule  is  to  con- 
sider a  difference  between  the  old  and  adjusted 


estimates  significant  only  if  the  adjustment 
would  lead  to  a  difference  in  a  published  cate- 
gory which  could  be  considered  of  economic  im- 
portance. A  suggested  rule  of  thumb  is  not  to 
adjust  unless  the  adjustment  would  lead  to  a 
difference  in  a  published  category  of  at  least  5 
percent  and  then  only  if  the  5  percent  comprised 
500  or  more  workers.  In  applying  this  criterion, 
if  the  desirability  of  making  adjustments  is 
being  considered  for  several  subgroups  making 
up  one  published  category,  the  several  subgroups 
should  be  considered  collectively. 


4.6     EXfRAPOLATION  OF  MONTHLY  ESTIMATES 


4.6-1     N««d  for  ExtrapolafiMi 

When  the  regular  source  of  data  for  an  em- 
ployment series  is  not  available  by  the  time  the 
r^ular  estimates  are  to  be  prepared,  the  need 
arises  lor  some  sort  of  preliminary  estimate.  In 


m 


such  cases,  it  is  recommended  that  the  employ- 
ment series  be  extrapolated — ^i.  e.,  that  the  esti- 
mate be  based  on  the  past  performance  of  the 
series  itself.    The  accuracy  of  the  extrapolated 


4.6-1     Naed  for  Extropolation — Continued 

estimate  will  depend  upon  the  stability  of  the 
seri^  in  the  past 

4.6-9     i*comm«nded  Procedur* 

The  extrapolation  procedure  recommended 
depends  upon  the  argument  that,  over  a  short 
period  of  prediction,  there  is  little  change  in  the 
complex  of  causes  of  variation  of  employment 
from  a  year  before.  Thus,  if  a  September  esti- 
mate is  needed  and  August,  the  last  known 
month,  is  ten  percent  above  the  previous  August, 
then  September  is  estimated  as  ten  percent  above 
the  previous  September.  Note  that,  arithmeti- 
cally, this  is  the  same  as  appljring  the  August- 
September  change  of  a  year  ago  to  this  year. 

A  slight  refinement  is  possible  if  a  chart  is 
kept  showing  each  month  as  a  percent  change 
from  a  year  earlier.  If  this  line  moves  steadily, 
say  at  a  decline  of  two  or  three  percent  a  month 
during  May-August,  the  September  estimate 
would  be  seven  or  eight  percent  instead  of  ten 
percent  above  September  of  the  previous  year. 


Where  the  prediction  period  is  more  than  one 
month  the  same  type  of  procedure  is  readily 
extended  in  an  obvious  manner.  The  use  of  the 
chart  is  somewhat  more  helpful  in  such  cases. 

4.6-3     Informarion  From  N«wspop«rt 

The  States  should  note  newspaper  references 
to  strikes,  shut-downs,  and  similar  items  which 
would  necessitate  adjustments  in  extrapolated 
estimates.  For  example,  if  it  is  known  that  a 
strike  has  occured  during  the  pay  roll  period 
ending  nearest  the  15th  of  the  current  month  in 
a  large  firm  in  an  industry  for  which  an  extra- 
polated  estimate  is  being  prepared,  an  estimate 
of  employment  of  this  firm  before  the  strike 
would  be  subtracted  from  the  extrapolated 
estimate. 

4.6-4    Other  Mathedt 

While  other  and  more  elaborate  methods  are 
available,  they  are  not  reconunended  for  use  at 
this  time.  The  Washington  staff  will  be  glad 
to  discuss  this  problem  further  upon  the  request 
of  any  Contract  State  agency. 


4.7    VALIDATION  OF  CURRENT  ESTIMATES 


4.7-1     taviaw  by  State  Agency 

Any  of  the  methods  employed  in  preparing 
the  current  estimates  may  be  subject  to  error  as 
a  result  of  a  variety  of  factors  which  exert  their 
effect  in  the  estimating  process.  Accordingly, 
each  agency  that  prepares  estimates  should  de- 
velop some  system  of  reviewing  its  estimates 
before  submitting  them  to  the  Washington  ofEice 
or  for  publication. 

4.7-2     Um  of  Charts 

The  use  of  charts  is  helpful  in  reviewing  esti- 
mates. The  employment  data  obtained  from 
the  ES-203's  and  from  the  ES-202's  and  the 
actual  estimates  which  result  from  the  applica- 
tion of  trends  to  the  benchmarks  should  be  re- 
corded on  charts.  It  may  also  be  desirable  to 
enter  on  these  charts  information  from  other 
sources,  such  as  census  data.  It  is  good  prac- 
tice to  chart  data  before  and  after  statistical 
manipulations  or  adjustments  of  any  kind  so 


that  the  expected  and  actual  effect  of  the  proce- 
dures used  will  be  apparent  at  a  glance.  The 
charts  should  be  labeled  completely  and  ac- 
curately. It  is  important  to  distinguish  be- 
tween types  of  data ;  for  example,  UC  may  mean 
ES-202,  ES-203,  a  special  listing,  or  even  a 
trend  derived  from  basic  UC  data.  A  distinc- 
tion should  always  be  made  between  total  em- 
ployment and  production  worker  employment. 

47^-3     Labeling  Worksheets 

Worksheets  should  be  carefully  labeled,  so 
that  the  procedures  employed  and  the  computa- 
tions made  may  be  checked  readily  if  the  review 
indicates  possible  discrepancies. 

4.7--4     Use  of  Different  Estimoting  Methods 

Not  infrequently  it  may  be  advisable  to  apply 
more  than  one  method  of  estimating  in  a  specifit 
instance  and  to  check  the  results  obtained  by  the 
different   methods   against  one   another   and 
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4.7-4    lit*  of  Diff*r*nl  ftMmoNfis  M«tliod»— ^Mtrends  of  the  latest  census.    Census  data  are 


Continued 


against  related  data,  in  order  that  the  method 
yielding  the  most  reliable  results  may  be 
selected. 

4^-3    Explanations  for  Chant** 

Eiplanations  should  be  sought  for  any 
changes  from  the  previous  month  in  excess  of  6 
percent.  Some  S3rstematic  record  should  be 
kept  of  such  ezplanaticois,  both  for  reference 
use  in  the  Contract  State  office  and  for  the  use 
of  the  BLS.     (See  vol.  II,  sec  7.6-7.) 

4^7-4    Sootonol  PoMonif 

For  industries  having  seasonal  patterns,  the 
estimates  should  be  checked  against  the  seasonal 


l»— ^^trends  ot  tne  latest  census,    v^ensus  aaia  are 
PHalso  useful  in  checking  ratios  of  production 

^Tff^  ,  ^_    X     i     1     1 X         Ti. i.   1 1 


workers  to  total  employment.  It  must  be  real- 
ized, however,  that  in  many  industries,  both 
seasonal  patterns  and  the  production-worker  to 
total-employment  ratios  change  so  tliat  the  use- 
fulness of  census  data  for  these  items  will 
generally  diminish  with  time. 

4.7-7     Imprevod   Todiniqwot   a   Byproduct  of 
iovlow 

The  careful  review  of  estimates  by  the  Con- 
tract States  will  be  of  value  not  only  in  produc- 
ing more  reliable  estimates,  but  also  may  prove 
to  be  a  source  for  developing  new  and  improved 
estimating  procedures  that  can  be  incorporated 
in  the  Manual  for  the  use  of  all  the  contract 
agencies. 


4.t     HISTOtlCAL  NOTES  ON  ESTIMATING  PROCEDURE 


4.8-1     Summoty 

The  State  Empfeyment  Statistics  Program, 
when  originally  set  up,  provided  for  the  prepa- 
ration of  monthly  emplojnnent  estimates  for 
IMS  and  subsequent  years.  Inasmuch  as  the 
program  was  inaugurated  in  March  1945,  UC 
data  were  already  available  for  1943  and  the 
fiwt  9  months  of  1944.  Moreover,  the  BLS  na- 
tional uunple  was  not  very  reliable  on  a  State- 
wide bMia,  by  industry,  in  many  instancee,  for 
Ifaflfle  earlier  years.  Accordingly,  the  proce- 
dures recommended  for  preparing  the  estimates 
for  these  years  entailed  the  use,  in  very  large 
measure,  of  DC  data  from  the  ES-202,  and 
more  particularly  from  the  ES-203  reports, 
with  use  of  BLS  sample  data  recommended  only 
for  the  first  9  months  of  1944  and  then  only  as  an 
alternative  method.  Commencing  witli  Oc- 
tober 1944,  the  BLS  sample  was  the  recom- 
mended method  for  preparing  the  estimates  on 
a  current  monthly  bads.  The  methods  used 
lor  preparing  the  monthly  estimates  prior  to 
1945  are  reviewed  in  the  following  paragraphs 
and  are  described  more  fully  in  section  12  of 
tlie  19i6  edition  of  the  Mamtal. 

4.i-2     1943  Empfoymont  Estfmatof 
The  1948   monthly  employment  estimates 


were  based  upon  UC  tabulations.  These  were 
adjusted,  where  necessary,  for  classification  dif- 
ferences and  linked  to  the  benchmarks  for  the 
third  quarter  of  1943  to  obtain  estimates  for  the 
other  months  of  the  year. 

4.8-3     January-^optomber  1944  Estimates 

It  was  recommended  that  monthly  employ- 
ment estimates  for  the  first  9  months  of  1944  be 
secured  in  one  of  various  ways,  depending  upon 
the  availability  of  source  data,  equipment,  and 
personnel.  Each  method  possessed  advantages 
and  disadvantages.  It  was  recommended  that 
all  methods  be  reviewed  before  selecting  the 
most  appropriate  for  a  particular  industry. 
The  three  approaches  that  were  suggested  are 
outlined  below: 

(a)  ES-203  MzTTHOD.  Use  of  this  method  de- 
pended upon  availability  of  data  for  delinquent 
establishments  and  upon  the  availability  of  UC 
employment  data  (ES-203).'  After  adjusting 
for  delinquency  and  for  industrial  classification 
changes,  the  monthly  ES-203  data  were  multi- 
plied by  the  appropriate  small-firm  multiplier 


*It  waa  ncognlsed  tlut  tbe  E8-208  tabnlatloiia  wen  not 
dat  aatll  seven  nontlis  after  the  cloae  of  tbe  calendar  ytu. 
Tbe  reference  waa  to  tabulations  of  tbe  cards  wkicb  are  M 
complete  as  the  ES-203  would  normally  be. 


4.8-3     January-September    1944    Estimates — 

Continued 

(discussed  in  section  3.3,  volume  II)  to  allow  for 
employment  in  noncovered  establishments.  Tlie 
products  were  the  monthly  estimates  of  total 
employment. 

(b)  ES-202  Method.  This  method  utilized 
the  ES-202  reports  for  the  first  3  quarters  of 
1944.  The  data  from  these  reports  were  ad- 
justed for  delinquency  and  for  classification 
changes  and  link-relatives  were  computed  for 
each  of  the  months  of  each  quarter  with  the  first 
month  of  the  preceding  quarter  as  a  base.  The 
employment  estimate  for  the  latter  month  was 
used  as  the  benchmark  which  was  multiplied  by 
the  monthly  link-relatives  for  the  following 
quarter  to  obtain  the  monthly  estimates  for  that 
quarter. 

(c)  BLS  Sample  Method.  This  method 
utilized  reports  to  BLS  for  the  first  9  months  of 
1944.  The  use  of  this  method  was  advocated 
only  when  ES-202's  could  not  be  used.  Reports 
to  BLS  for  1944  were  edited  to  show  only  those 
establishments  reporting  for  each  month  of 
1944.  If  schedules  lacked  data  for  one  or  two 
months  only,  the  figures  for  the  missing  months 
were  interpolated,  if  possible.  Schedules  lack- 
ing data  for  a  number  of  months  were  not  used, 
but  were  watched  carefully  for  significant 
changes  in  employment  level.  For  those  indus- 
tries reporting  production  worker  employment 
as  well  as  total  employment,  the  total  employ- 
ment figure  was  used.  If  the  total  employment 
figure  was  not  available  for  a  particular  estab- 
lishment, the  production  worker  figure  was  used. 


At  the  time  of  editing,  the  2-digit  group  code 
was  entered  on  the  BLS  schedule.  A  punch 
card  was  prepared  for  each  schedule  sliowing : 
(a)  2-digit  code,  (b)  BLS  codes,  and  (c)  em- 
ployment data  for  each  month  from  December 
1943  to  September  1944.  These  punch  cards 
were  then  tabulated  to  show  the  monthly  em- 
ployment totals  for  each  2-digit  group.  Esti- 
mates for  each  of  the  first  9  months  of  1944  were 
obtained  by  applying  the  monthly  link-relatives 
computed  from  the  BLS  tabulations  to  the  esti- 
mates for  December  1943.  Since  the  December 
1943  estimates  were  as  of  the  end  of  the  month 
and  the  BLS  reports  were  as  of  the  mid-month, 
some  adjustment  had  to  be  made  to  the  Decem- 
ber 1943  estimates  before  the  BLS  relatives  were 
applied.  For  most  industries  a  satisfactory 
method  was  to  average  the  November  and  De- 
cember estimates.  This  resulted  in  an  estimate 
as  of  the  mid-month,  to  which  the  BLS  relative 
could  be  applied.  However,  in  some  groups 
such  as  retail  trade,  the  timing  of  the  reports 
required  an  adjustment  that  could  only  be  de- 
termined by  an  inspection  of  the  1943  estimates 
and  the  1944  link-relatives. 

4.8-4     Estimates  for  October  1944  and  Subse- 
quent Months 

For  October  1944  and  subsequent  months, 
monthly  estimates  were  to  be  based  upon  BLS 
schedules.  The  procedures  recommended  were 
essentially  the  same  as  those  described  in  sec- 
tion 4.2-2  although  it  should  be  noted  that  some 
revision  in  the  procedures  has  been  made  from 
the  1945  ManvM. 
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5.1     SCOPE  OF  SEaiON 


5.1-1     N«*d  for  R«vitlent 


Methods  for  obtaining  benchmarks  and  pre- 
paring monthly  estimates  of  employment  have 
l)een  described  in  sections  3  and  4,  volume  II. 
It  was  noted  that  the  benchmarks,  in  most  in- 
dastries,  are  obtained  from  UC  and  BOASI 
data,  while  the  general  method  of  computing 
current  estimates  of  employment  is  based  on 
the  percent  of  change  in  employment  in  sample 
establishments.  The  process  of  estimating 
from  a  sample  gives  rise  to  a  certain  degree  of 
error.  Moreover,  the  need  for  preparing  the 
estimates  on  a  current  basis  frequently  results 
in  the  omission  of  significant  data  and  pertinent 
information  that  are  not  available  in  time  for 
inclusion  in  the  estimating  process.  Further- 
more, the  varying  nature  of  the  available  data 
and  variations  in  personnel  and  tabulating  fa- 
cilities in  the  several  States  make  it  necessary 
that  the  estimating  procedures  possess  a  certain 
degree  of  flexibility.  As  a  result  of  these  fac- 
tors, the  need  for  revisions  frequently  arises. 

5.1-2     Typos  of  Rovisions 

BLS  policy  with  respect  to  revisions  is  to 
limit  them  to  a  minimum  consistent  with  the 


usability  of  the  employment  data.  Under 
present  BLS  policy,  revisions  have  been  grouped 
into  three  general  classes :  monthly  revisions,  re- 
visions to  new  benchmarks,  and  other  revisions. 
These  classes  of  revisions  are  discusBed  in  tho 
following  sectiona 

5.1-3     Rovisiont  en  fho  Basis  of  UC  Data 

A  special  case  calling  for  a  ffj^stematic  series 
of  revisions  has  already  been  discussed  in  sec- 
tion 4.6,  volume  II  (Use  of  UC  data  to  project 
current  estimates),  along  with  the  preparation 
of  current  estimates,  inasmuch  as  the  treatment 
of  "current  estimates"  and  "revisions"  are  al- 
most indistinguishable  for  that  particular  type 
of  estimate. 

In  States  where  UC  has  "one-or-more-at-any- 
time"  coverage,  it  may  in  some  instances  be 
simpler  and  more  accurate  to  develop  "bench- 
mark" data  for  all  12  months  of  the  year,  for 
substitution  at  the  time  of  annual  revisions, 
rather  than  adjust  BLS  sample  trends  to  a  one- 
quarter  benchmark  as  described  in  section  6.3. 
States  that  are  considering  such  a  procedure 
should  obtain  the  approval  of  the  BLS  Wash- 
ington office  before  departing  from  usual  pro- 
cedures. 


BJSt     MONTHLY  REVISIONS 


5.1-1     Exiont  of  Revisions 

In  section  8,  volume  II,  it  is  noted  that  the 
monthly  State  release  will  include  employment 
estimates  for  the  current  month,  the  preceding 
month,  and  the  current  month  of  a  year  ago.  A 
revised  estimate  for  the  second  preceding  month 


may  be  published  if  desired  by  the  field  offices. 
The  current  month  estimate  will  be  a  prelim- 
inary one,  based  upon  preliminary  tabulations 
of  sample  establishments.  At  the  time  this  pre- 
liminary estimate  is  prepared,  the  regular 
monthly  tabulations  for  the  preceding  month 
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will  be  available.  Thus,  the  estimate  for  the 
preceding  month  will  be  based  upon  this  regular 
tabulation,  and  will  be  a  revision  of  the  pre- 
liminary estimate  prepared  a  month  before.  At 
the  same  time,  the  estimate  for  the  second  month 
prior  to  the  current  month  may  be  revised  by  the 
State  offices,  if  they  desire,  and  will  become  the 
final  estimate  for  that  month.  This  latter  re- 
vision may  be  necessitated  by  the  fact  that  the 
tegular  tabulations  have  omitted  some  late  re- 
porters. In  addition,  other  facts  and  data 
whidi  might  affect  the  accuracy  of  the  estimate 


based  on  the  regular  monthly  tabulation  may 
come  to  light  after  the  regular  estimates  are 
prepared,  but  in  time  for  inclusion  in  the  i%lease 
for  the  following  month. 

5.2-2     Revitior  Methods 

To  make  these  revisions,  the  tabulations  of 
identical  establishments  are  first  made  as  com- 
plete as  possible  by  including  the  late  reporters. 
Then,  recently  acquired  information  on  births, 
deaths,  strikes,  and  the  like  are  taken  into  ac- 
count, and  the  estimates  are  recalculated  in 
accordance  with  the  procedures  outlined  in  sec- 
tion 4,  volume  II. 


5.3     HeVISIONS  TO  NEW  BENCHMARKS 


•*^-l 


l%<M|iMnc]f  w  Mndifiunlcs 

Inasmuch  as  the  monthly  estimates  are  most 
oomnKmly  prepuvd  by  projecting  •  benchmark 
fay  means  of  sample  data,  a  new  benchmark  will 
be  computed  approximately  once  a  year  in  order 
to  compare  the  estimates  with  a  relatively  ac- 
eorate  ooont  of  total  employment.  Three  types 
of  revisions  will  be  made  at  the  time  the  new 
benchmark  is  determined,  as  described  below. 

5.3-2    Ravittons  To  Ba  Moda  Bafora  Adhi**ln9 
to  BanchnMHrkt 

Bwtimatfis  for  the  new  benclunark  month  or 
months  and  for  all  interbenchmark  months  will 
be  reviewed  in  the  light  of  any  new  or  additional 
data  or  information  that  have  become  available 
since  the  monthly  revisions  to  these  estimates 
were  made.  Extensive  review  of  the  estimates 
ediould  be  conducted  in  an  attempt  to  discover 
special  causes  of  error.  After  ^e  additional 
information  has  been  compiled  and  the  review 
completed,  aU  necessary  revisions  of  the  existing 
estimates  indicated  by  this  more  recoit  knowl- 
edge will  be  carried  out.  For  example,  if  it  is 
learned  that  a  large  establishment  began  opera- 
tions in  the  interval  between  the  old  and  new 
benchmark  periods  but  was  not  included  in  the 
■ample  from  which  monthly  trends  were  com- 
puted, the  series  should  be  revised  by  adding  the 
employment  figures  for  this  establishment  to 
the  estimates. 


5J-3     Ravltrng  tha  Total  Empleymanff  Sariat 

After  the  series  has  been  examined  and  re- 
vised ( if  revision  is  necessary ) ,  the  series  of  esti- 
mates for  the  months  prior  to  and  including 
the  new  benchmark  quarter  will  be  revised  to 
form  a  continuous  series  between  the  two  bench- 
marks in  the  manner  outUned  below :  ^ 

(a)  It  is  presumed  that  new  benchmark  data 
for  three  consecutive  months  are  available.  Add 
the  three  new  benchmarks  and  subtract  from 
this  sum  the  sum  of  the  corresponding  three 
estimates.    The  difference  is  called  (Z>). 

(b)  Multiply  the  first  of  the  three  monthly 
estimates  corresponding  to  the  first  of  the  three 
benchmark  months  by  10,  the  second  by  11,  and 
the  third  by  12,  and  add  the  three  products  to 
obtain  the  weighted  sum  of  the  estimates  (TT). 

(c)  Divide  (Z>)  by  (IF)  to  obtain  the 
weighted  average  monthly  relative  difference 
{M)  between  benchmarks  and  estimates. 

(d)  Assign  the  value  O  to  each  month  of  the 
old  benchmark  period  and  assign  consecutive  in- 
tegers to  the  interbenchmark  months,  commenc- 
ing with  1  for  the  month  following  the  last  of 


>  The  reTiaion  procedures  described  in  this  and  the  foUowing 
section  assume  a  yearly  adjustment.  In  the  event  that  adjoit- 
ment  of  estimates  is  made  (or  a  period  other  than  a  7«ar  at 
some  future  date,  the  assignment  of  coefficients  to  the  Inter- 
benchmark months  and  of  weights  to  the  benchmark  period 
estimates  would  b«  altered  in  an  obrlou  buuumt. 


5.3-3     Revising  the  Total  Employmant  Sarias — 

Contmued 

the  three  old  benchmark  months  and  ending 
with  12  for  the  third  of  the  new  benchmark 
months.  These  numbers  {N)  are  titled  "coeffi- 
cients" (see  table  6.1). 

(e)  Multiply  the  weighted  average  monthly 
relative  difference  {M)  by  each  of  the  coefficients 
{N)  in  turn  and  add  1.000  to  each  of  the  products 


to  obtain  the  adjustment  factor  {T)  for  each 
month. 

(f)  Multiply  each  of  the  monthly  estimates 
by  the  corresponding  adjustment  factor  {T)  to 
obtain  estimates  adjusted  to  the  new  bench- 
marks. 

Table  5.1  illustrates  the  above  adjustment 
procedure. 


TABLE  5.1 

Worksheet  fob  Adjusting  Derived  Series  op  Employment  Estimates 

State — West  Dakota 
Industry  54  —  Retail  Food  and  Liquor  Stores 


Year  and  month 
(1) 


January.. 
February. 
March 


1947 


Seriea  derived 
from  1947 
benchmark 


(2) 


April 

May_ 

June. 


July 

August 

September. 


October... 
November. 
December. 


Benchmarks 


(8) 


January.. 
February. 
March.  _ . 


1948 


(74,  400) 
(74,  600) 
(74,  800) 

75,  700 

76,  600 
80,200 

72,900 
72,100 
73,400 

73,300 
73,500 
74,400 


74,700 
74.300 
74,900 


Coefficients 
(4) 


7fi,  300 

75,200 
76,000 


0 
0 
0 

1 
2 
3 

4 

5 
6 

7 
8 
9 


10 
11 
12 


Total  ad- 
justment 
factor  (T) 
7'=(ArXA0 
-f  1.0000 

(5) 


Adjusted 
series 

(2)  X  (5) 


m 


1.0000 
1.0000 
1.0000 

1.0011 
1.0021 
1.0032 

1.0042 
1.0053 
1.0063 

1.0074 
1.0084 
1.0005 


1.0106 
1.0116 
1.  0127 


74,400 
74,600 
74,800 

75,800 
76.800 
80,500 

73,200 
72,600 
73,000 

73,800 
74,100 
75,100 


76,500 
75,200 

75,900 


I?-(January-fFebruary-f  March)  1948  benchmarks  minus  (January -fFebruary-f-March)  1948 
estimates 

=  (75,300+75,200+76,000)-(74,700+74,300-f74,900)=2,600. 
»r- (10 X  January  1948  estimate)-f(llXFebruary  1948  estimate)+(12XMarch  1940  estimate) 

«(10X74,700)  +  (11X74,300)  +  (12X74,900)=2,463,100. 
M=Z>/ir=2,600/2,463, 100=0.001056. 
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■•visinf  PiMliicfioii  cnul  NonprodtfcNon 
EsHmolM  to  N«w  ionckmorks 

The  revision  procedures  outlined  in  section 
5.3-3  pertain  to  industries  in  which  only  total 
employment  estimates  are  made.  This  section 
deals  with  the  procedures  for  revising  the  pro- 
duction worker  and  nonproduction  worker  es- 
timates, separately,  to  new  benchmarks,  lor 
industries  in  which  production  and  nonproduc- 
tion worker  estimates  are  projected  separately. 
The  procedure  for  resolving  benchmarks  into 
their  production  worker  and  nonproduction 
worker  components  have  been  described  in  de- 
tail in  volume  11,  section  3.  The  next  step 
is  to  revise  the  interbenchmark  estimates  of 
production  workers  and  nonproduction  work- 
ers, separately.  The  procedure  for  making 
these  revisions  is  described  in  the  following 
paragraphs. 

(a)  Compute  the  mcmthly  ratios  of  produc- 
tion workers  to  total  emj)loyment  for  the  old 
benchmark  and  for  the  series  of  estimates  based 
cm  the  old  benchmark  eliding  with  the  estimates 
lor  the  new  benchmark  period. 

(b)  Compute  the  ratio  of  production  work- 
ers to  total  employment  for  each  month  of  the 
new  benchmark,  using  the  total  employment 
and  the  production  worker  component  of  the 
benchmark  obtained  according  to  the  metJiod 
deecribed  in  secticai  3,  volume  II. 

(c)  Add  the  ratios  lor  the  three  new  bench- 
mark months  and  subtract  from  the  result  the 
aum  of  the  ratios  for  the  old  estimates  in  those 
menths  to  obtain  the  total  difference,  (Z>). 

(d)  Multiply  the  ratio  for  the  estimate  in  the 
first  of  the  three  new  benchmark  months  by  10, 
the  second  by  11,  the  third  by  12,  and  add  to 
obtain  the  weighted  sum  of  the  estimate 
ratios  (IF). 

(e)  Divide  (Z>)  by  (If)  to  obtain  the  average 
weighted  difference  in  the  ratios  (if). 

(f)  Assign  the  value  zero  to  each  of  the  old 
benchmark  months  and  assign  consecutive  in- 
tegers to  the  following  months,  commencing 
with  1  for  the  month  following  the  last  old 
benchmark  month  and  ending  with  12  for  the 


last  of  the  new  benchmark  months.     These 
numbers  are  termed  coefficients  {N). 

(g)  Multiply  {M)  by  each  {N),  in  turn,  and 
add  1.0000  to  obtain  the  adjustment  factor  {T) 
for  each  month. 

(h)  Multiply  each  of  the  estimate  ratios  by 
the  corresponding  adjustment  factor  (7*)  to 
obtain  the  revised  ratios  of  production  workers 
to  total  employment  {R). 

(i)  List  the  estimates  of  all  employees,  re- 
vised to  the  new  benchmarks  (obtained  accord- 
ing to  the  method  described  in  sec.  5.3-3). 

(j)  Multiply  each  of  the  revised  estimates  of 
all  employees  by  the  corresponding  factor  {R) 
to  obtain  the  revised  series  of  estimates  of 
production  workers. 

(k)  Subtract  each  month's  revised  produc- 
tion worker  estimate  from  the  corresponding 
all  employee  i-evised  estimate  to  obtain  the  re- 
vised series  of  estimates  of  nonproduction 
workers. 

Table  5.2  illustrates  the  method  outlined  in 
the  preceding  paragraphs  for  a  hypothetical 
case. 

5.3-5     Revishig  the  Ettimotes  for  Months  Sub- 
soquont  to  Most  Recent  Bonchmork 

Data  used  in  preparing  the  new  benchmarks 
are  generally  not  available  until  about  7  to  10 
months  subsequent  to  the  last  month  of  the 
period  of  reference.  Thus  monthly  estimates 
based  cm  a  March  1947  benchmark  would  con- 
tinue to  be  made  until  around  November  of 
1M8,  for  example.  At  that  time,  benchmarks 
for  January-March  1948  would  be  available 
and  the  monthly  estimates  for  April  1947- 
March  1948  would  be  revised  in  accordance  with 
the  procedures  outlined  in  sections  5.^-2,  5.3-3, 
and  5.3-4.  Having  made  these  revisions,  the 
estimates  for  April  1948-November  1948  would 
still  be  those  based  on  the  March  1947  bench- 
mark. Accordingly,  the  final  step  in  the  an- 
nual revisions  is  to  revise  the  estimates  for  these 
months  to  the  new  benchmark  level.  This  is 
done  by  chaining  the  link-relatives  derived 
fnun  the  BLS  samples  for  those  mcmths  to  the 
March  1948  benchmark  and  replacing  the  esti- 
mates based  on  the  March  1947  benchmark  with 


5.3-5  Revising  the  Estimotes  for  Months  Sub- 
sequent to  Most  Recent  Benchmark- 
Continued 

these  new  estimates.  When  the  next  bench- 
mark becomes  available,  say  for  the  first  quar- 
ter 1949,  the  monthly  estimates  for  April  1948- 
November  1949  will  then  be  adjusted  to  this 
later  benchmark,  employing  the  procedures  de- 
scribed in  sections  5.3-3,  5.3-4,  and  the  present 
section  (5.3-^5). 

5.3-4  Revising  Estimotes  When  Previous  Year 
Benchmark  Does  Not  Exifff 

In  some  States,  instances  may  arise  in  which 
benchmark  data  for  some  industries  were  not 


available  for  a  given  year.  Thus,  if  a  new 
benchmark  is  available  for  the  following  year, 
revision  of  the  estimates  to  the  new  benchmark 
must  be  modified  to  take  account  of  the  absence 
of  the  previous  year's  benchmark.  The  pi-oce- 
dure  to  fo)low  in  such  cases  is  to  wedge  the 
series  of  estimates  back  from  the  new  benchmark 
to  the  last  previous  benchmark  employing  the 
revision  methods  described  in  sections  5.3-3  and 
5,3-4.  For  example  if  there  were  benchmarks 
for  an  industry  for  the  first  quarters  of  1947  and 
1949,  but  none  for  1948,  the  estimates  from 
April  1947  to  November  1949  would  be  revised 
to  the  1949  benchmark. 


5.4     OTHER  REVISIONS 


5.4-1     Other  Revisions  Kept  to  a  Minimum 

Revisions,  other  than  the  regular  monthly 
and  annual  ones  described  in  sections  5.2  and 
5.8,  should  be  kept  to  an  absolute  minimum. 
Such  unusual  revisions  should  not  be  made 


unless  more  recent  information  discloses  that 
earlier  estimates  can  be  significantly  improved. 
A  rule  of  thumb  for  determining  whether  or 
not  a  difference  is  significant  is  stated  in  section 
4.5-7,  volume  n. 


5.5     REVISIONS  FOR  SPECIAL  INDUSTRIES 


53-1 


Reference:  Industries  Requiring  Special 
Treatment 


The  preceding  discussion  of  revisions  applies 
primarily  to  those  covered  industries  which  fall 
within  the  province  of  the  general  procedures 
for  preparing  benchmarks  and  monthly  esti- 
mates. Techniques  and  procedures  that  apply 
to  the  preparation  of  benchmarks  and  monthly 
estimates  for  industries  to  which  the  general 
methods  do  not  apply  are  discussed  in  sections 
>,  10,  and  11,  volume  II.  Insofar  as  the  revision 
methods  discussed  above  apply  to  the  varied 


procedures  in  these  special  industries,  the  same 
methods  should  be  employed.  In  those  cases 
where  the  above  revision  procedures  are  not 
pertinent,  reviews  of  the  estimates  should  be 
made,  in  any  case,  in  an  attempt  to  bring  about 
improvements  in  these  estimates.  Where  re- 
view indicates  possibilities  for  betterment  of 
the  estimates,  the  revisions  should  be  performed 
at  the  same  time  (both  monthly  and  annually) 
as  those  performed  in  the  case  of  the  general 
group  of  covered  industries  with  which  the 
revision  procedures  discussed  in  the  preceding 
subsections  of  section  5  are  primarily  concerned. 


f-l 


OS 
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SECTION  6 


I 


TABLE  S.l 

WOBKBHBVt  POm  AWWflKO  MOHTHLT  PRODUCTION  AND  NONFRODUCTION   WOBKEB  BSTIIIATBS  TO 

NXW   BENCHMARK 

BTATB — WB8T  DAKOTA 

INDU8TBT  tt — CHBMICALS  AND  ALLIID  PVODUCn 


Month  Mid  TMT 


(1) 


W7 

MMTth 


Ibilkwof 

prodiietion 
vorkera  to 
lolal  employ- 
ment for  old 
bmehmftrks 
andintM^ 
banebrnttrk 
C8tiin«tflB 

m 


RsliMof 
pfodne- 
tion  work- 
era  to 
total  em- 
ployment 
for  new 
beneh- 


April. 
May. 
Jnne. 


Mj, 

Angiiit 

September. 


0.8879 
.8837 
.8816 


m 


OotoiMr — 
November. 
December.. 

1948 
Jaiui&ry..- 


Muvoii. 


8807 
.8776 

•  Of  Of 

.8730 

.8637 
.8681 
.8760 


8740 
8744 
8605 


Coeffi- 
cients 
(AO 


(4) 


0.8700 
.8834 
.8764 


0 
0 
0 

1 
2 
8 

4 

6 
6 

7 
8 
0 


10 

11 

12 


Adjustment 
faetor  (Ti 

(Jl#)  + 1.0000 


m 


1.0000 
1.0000 
1.0000 

1.0007 
1.0014 
1.0021 

r 

1.0028 
1.0035 
1.0042 

1.0049 
1.0056 
1.0063 


1.0070 
1.0077 
1.0084 


Adjusted 
ratios  of 
production 
woricer  to 
total  em- 
ployment 

(«) 
«-(2)X(5) 

(«) 


0.8879 

.8837 
.8816 

.8841 
.8819 
.8794 

.8792 

.8727 
.8767 

.8679 
.8730 
.8815 


.8801 
.8811 
.8768 


Revised 

all'«in- 

ptoyee 

estimates 


(7) 


35,200 
34,800 
34,.200 

33,500 
34,600 
34,800 

34,900 
35,000 
34,300 

34,200 
33,100 
33,500 


32,100 
32,900 
33,800 


Revised 

produc- 
tion 
worker 
estimates 
(6)X(7) 


(8) 


31,250 
30,750 
30,150 

29,  620 
30, 510 
30,600 

30,680 
30,640 
30, 070 

29,680 
28,900 
29,  530 


28,250 
28,990 
29,640 


Revised 

nonpro- 

duotion 

estimates 

(7) -(8) 


m 


3,950 
4,050 
4,060 

3,880 
4,090 
4,200 

4,220 
4,460 
4,230 

4,520 
4,200 
3,970 


3,850 
3,910 
4,160 


D  =  fJanuary+February+March)  1948  benchmark  ratios  minus  (January+Februaxy+Mftrch) 
IMS  eetimate  ratio6=  (0.8790+0.8834 +0.8764)^(0.8740+0.8744 +0.8695)  =  +0.0209. 

ir-ClOX January  1948  estimate  ratio) +(llXFebniary  1948  estimate  ratio) + (12 X March  1948 
eelimate  ratio) =8.7400+9.6184+ 10.4340=28.7924. 


li  M-^±|?^-+0.0007 


Clearance  and  Editing  of^ Schedules 


6.1     QEARANCE  OF  SCHEDULES 


6.1-1     Preparation  and  Cleoronce  of  Employ- 
ment Schedules 

In  the  preparation  of  employment  schedules 
for  the  coming  year,  study  of  the  schedules  in 
use  is  begun  early  in  the  curremt  year.   Primary 
consideration  is  given  to  the  changes  recom- 
mended by  the  Bureau  of  the  Budget  during 
their  review  of  the  previous  year's  schedules. 
Suggestions  received  during  the  last  year  from 
other  sources  are  also  examined.    A  first  draft 
of  the  new  schedules  is  then  prepared.    These 
drafts  are  presented  to  the  chiefs  of  the  operat- 
ing units  for  specific  comments.    The  operating 
staff  at  the  same  time  offers  general  suggestions 
applicable  to  all  schedules.    The  analysis  sec- 
tion is  questioned  concerning  the  suitability  of 
the  comment  section  in  providing  material  for 
use  in  press  releases.    The  comments  and  pro- 
posals are  carefully  analyzed.    Meetings  are 
held  on  suggestions  affecting  policy  or  large 
phases  of  the  work.    A  second  draft  of  all 
schedules  is  prepared.    The  second  drafts  are 
submitted  to  operations  staff  for  approval  on 
operational  phases  such  as  adequacy  for  ad- 
dressographing,  coding,  sorting,  and  punching. 
Photostats  of  tliese  proposed  schedules  are  then 
made  for  distribution  to  the  Contract  States 
which  are  requested  to  review  the  schedules  and 
comment  on  them. 

The  State  comments  are  carefully  evaluated 
and  the  BLS  schedules  are  revised  in  line  witli 
all  suggestions  adopted.  Approval  from  the 
Branch  and  the  Assistant  Commissioner's  office 
completes  the  clearance  procedure  within  the 
I>epartment.  The  schedules  are  then  ready  to 
he  submitted  for  review  by  the  Bureau  of  the 
Budget,  as  required  by  the  Federal  Reports  Act 
of  1942. 


6.1-2     Clearance  of  State  Schedwios 

The  procedure  outlined  in  6.1-1  is  followed 
for  the  clearance  of  BLS  schedules  sent  directly 
from  Washington  and  for  those  State  schedules 
identical  with  direct  schedules  except  for  over- 
printing of  State  headings. 

The  procedure  for  clearance  of  State  sched- 
ules used  in  a  few  State  agencies  printing  their 
own  forms  is  similar  to  that  outlined  in  6.1-1. 
These  special  State  schedules  are  sent  to  Wash- 
ington at  the  time  suggestions  are  offered  on 
the  BLS  schedules.  Minor  changes  made  on  the 
BLS  schedules  during  clearance  are  carried 
(with  the  State's  approval)  to  the  Stete  sched- 
ules in  order  to  achieve  uniformity  and  greater 
comparability.  Special  schedules  for  SUte  uae 
are  authorized  by  the  Bureau  of  the  Budget 
where  additional  information  (necessary  to  the 
individual  State)  is  collected  on  the  same  sched- 
ule with  the  regular  employment,  pay  roll,  and 
hour  items.  Complete  justification  of  any  devi- 
ations from  the  approved  BLS  forms  is  required. 

6.1-3     Schedule  Clearance  Procedure     Buraaw 
of  the  Budget 

All  schedules  sponsored  by  the  BLS  must  be 
cleared  by  the  Division  of  Statistical  Standards 
of  the  Bureau  of  the  Budget.  This  clearance  is 
required  under  the  Federal  Reports  Act  of 
1942.^  Section  5  of  this  Act  states  that  "No 
Federal  agency  shall  conduct  or  sponsor  the 
collection  of  information,  upon  identical  items, 
from  ten  or  more  persons  *  •  •  unless,  in 
advance  of  adoption  or  revision  of  any  plans  or 
forms  to  be  used  in  such  collection, 

"*  U.  S.  C.  1940  ed..  Snp.  V,  1 188. 


i 


I 


i» 


III 


'k 


I  I 
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III 


4.1-3    Schttdwl*  OMnaiiM  PuMttdur*— auTMNi 
off  Mm  Bud9«t— Continued 

(m)  The  agency  shall  have  submitted  to  the 
Director  [of  the  Bureau  of  the  Budget]  such 
plans  or  forms,  together  with  copies  of  such 
pertinent  regulations  and  othwr  related  ma- 
terials as  the  Director  shall  specify;  and 

(b)  The  Director  shall  have  stated  that  he 
does  not  disapprove  the  proposed  collection  of 
information.'' 

Section  d  of  the  act  declares  it  to  be  the  policy 
of  Congress  that  "information  which  may  be 
needed  by  the  various  Federal  agencies  should 
ba  obtained  with  a  minimum  burden  upon 
business  enterprises  (especially  small  business 


enterprises)  and  other  persons  required  to  fur- 
nish such  information,  and  at  a  minimum  cost 
to  the  Government ;  that  all  unnecessary  dupli- 
cation  of  efforts  in  obtaining  such  information 
through  the  use  of  reports,  questionnaires,  and 
other  such  methods  should  be  eliminated  as 
rapidly  as  practicable;  and  that  information 
collected  and  tabulated  by  any  Federal  agency 
should  insofar  as  is  expedient  be  tabulated  in  a 
manner  to  maximize  the  usefulness  of  the  infor- 
mation to  other  Federal  agencies  and  the  pub- 
lic" This  mandatory  clearance  also  applies  to 
Contract  State  schedules,  which  bear  the  head- 
ing of  a  Federal  agency.  The  mail  franking 
privilege  is  granted  for  use  with  schedules  bear- 
ing the  approval  numbers  assigned  by  the  Bu- 
reau of  the  Budget 


iwl-4    Tim*  Sdiodwl*  for  Mw  PrafMiralioii,  CiMirance,  ond  PrinNiis  of  BLS  Employmont  Form* 


Jan.  1-Feb.  16 

F«b.  Kt-Feb.  28 
Mar.  l-Apr.  16 

Apr.  16-May  16 

May  16-May  25 

May  21-May  31 

June  1-June  5 
June  6-July  5 ' 
July  1-July  5  * 
July  6-Aug.  5  * 

Aug.  1-Aiif  .  6 

Aug.  »-Aug.  16 
Aug.  U^Aug.  20 
Aug.  21-Oct.  20 
Oct.  1-Oct.  20 


Study  schedules  in  use  to  catch  obvious  inconsistencies.    Explore  general 
ijiangea  recommended  by  the  Bureau  of  the  Budget  during  review  of  previous 
year's  achedules. 
Prepare  first  drafts  of  new  schedules. 

Examination  of  drafts  by  Employment  Statistics  operations  staff.    Receive 

suggestions— hold  meetings  on  proposals  affecting  policy  or  large  phases  of 

work. 

Analyze  suggestions — prepare  second  draft  of  schedules.    Check  with  opersr 

tions  personnel  for  adequacy  as  to  provisions  for  mailing. 

Have  photostats  of  proposed  schedules  made— for  distribution  to  the  Contract 

States. 

Prepare  questionnaire  to  accompany  photostats — covers  request  for  comments 

on  schedules  and  order  for  following  year. 

Mail  photostats  and  questionnaire. 

Review  of  schedules  by  Contract  States.    Analyze  oonunents  as  received. 

Follow-up  wire  or  letter  to  States  not  replying  to  questionnaire. 

Discuss  State  comments  with  Contract  State  agencies  through  correspondence 
or  personal  visits.    Revise  schedules  in  line  with  all  suggestions  adopted. 

Prepare  Bureau  of  the  Budget  clearance  forms  and  justifications  of  changes  on 

schedules. 

Discussions  with  Division  of  Statistical  Standards  during  clearance. 

Prepare  printer's  copy  of  all  schedules  as  approved. 

Printing  of  schedules. 

Multiiith  plates  being  prepared  for  State  schedules  requiring  overprinting. 


•toiM  dineUy  involTe  tlw  Contraet  State  ■aendM. 


6.1-4     Time  Schedule  for  the  PreporaKon,  Cleorance,  and  Printing  of  BLS  Employmont  Foims — Con. 


Oct.  16-Oct  20 

Oct.  21-Oct.  26  ^ 

Oct.  21-Oct.  31 
Oct.  21-Nov.  2 

Oct.  2fr-Nov.  2  » 
Nov.  3-Dec.  16  » 
Dec.  16-nJan.  15  * 


Preparation  and  clearance  of  requisitions  for  multilithing  and  folding.    Prepa- 
ration of  franks  and  shipping  instructions. 

State  schedules  being  sorted,  assembled  and  those  overprinted  by  the  States 
shipped. 

State  schedules  requiring  overprinting  and  folding  being  printed  and  folded. 

Direct  schedules  (e.  g.,  schedules  to  be  mailed  from  Washington)  being  sorted, 
assembled,  and  addressograpbed. 

State  schedules  requiring  overprinting  and  folding  shipped  as  completed. 

Addressographing  of  schedules  by  States. 

December  data  being  transcribed  by  States  on  new  schedules  while  processing 
December  data  for  release. 


Schedules  prepared  by  Contract  States  (see  6.1-2)  are  not  covered  in  the  above  agenda.  Such 
schedules  may  be  submitted  for  clearance  at  any  time  after  June  6.  Approval  is  obtained  as 
expeditiously  as  possible. 

6.2     LIST  OF  BLS  SCHEDULES 
6.2-1     Schedules  Used  for  Different  Industries 


For  all  manufacturing  industries  BLS  sched- 
ule 790  is  used. 

For  the  construction  industry  (SSA  15,  16, 
17)  BLS  901  is  used.  For  large  firms  BLS  901-1 
is  substituted  since  it  allows  for  data  on  30  ad- 
ditional construction  sites. 


The  BLS  schedules  used  for  other  nonmanu- 
facturing  industries  are  shown  in  figure  6.1. 

6.2-2     Examples  of  BLS  Employment  Schedules 

Figures  6.2  through  6.18  are  facsimiles  of  the 
employment  schedules  currently  used  by  the 
BLS.  The  codes  of  industries  covered  by  each 
schedule  are  superimposed  on  the  schedule. 


FIGURE  6.1 

Figure  6.1. — List  of  BLS  Employment  Schedule  Numbers  For  Nonmanutacturiko  Ikditsisiis 
(Other  Than  Contract  Construction)  Arbanoed  in  Order  or  SSA  Classification  Code  Num- 
bers 


SSA  in- 
dustry 

code 

No. 


07 


08 
09 
10 
11 
12 

131 


Induitry  title 


Agricuttural  and  similar  serdce 

establishments 

Forestry 

Fishing __. 

Metal  mining 

Anthracite  mining 

Bituminous   and    other  soft-coal 

mining 

Crude  petroleum  production   (in- 
cludhig  associated   natural-gas 

production) 

See  footnote  at  end  of  flgnre. 
807681—48 5 


BLS 
employ- 
ment 
sched- 
ule No. 


1767 

1767 

1767 

701 

699 

699 


S71 


SSA  in- 
dustry 

code 

No. 


132 

133 
14 
40 
41 
42 

431 

432 


Industry  title 


Natural-gas  and  natural-gasoline 
production 

OO-  and  gas-Seld  contract  services. 

Nonmetallic  mining  and  quarrying 

Interstate  railroads 

Local  railways  and  bus  lines 

Trucking  and  warehousing  for  hire. 

Bus  lines  other  than  city  and  sub- 
urban  

Air  transportation  (common  cai^ 
riar) _ 


BLS 

employ- 
ment 
aehed- 

ule  No. 


871 

1767 

696 

(•) 
608 
1767 


17«7 


i| 


m 


# 


Hi 


I 
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FiouBit  6.1.— Li»r  OF  BLS  Empix)TMent  Scheditle  Numbess  Foe  Nonmanutactdbino  Industries 
(OniER  Than  Contract  Construction)  Arranged  in  Order  or  SSA  Classification  Code  Num- 
bers— Continued 


Mar.  1, 1948 
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6.4-1 


SSA  in- 
dustry 

code 

No. 


433 
434 

439 

44 
45 

46 

48 
49 

50 

51 

52 


53 
54 
55 
56 
57 

58 
59 

m 

61 

02 

63 
64 

65 
66 

67 


Industry  title 


Taxio&ba 

Pipe-line  transportation  (except 
natural  gas) 

Highway  passenger  transportation, 
not  elsewhere  classified 

Water  transportation 

Services  allied  to  transportation, 
not  elsewhere  classified. 

Communication:  Telephone,  tele- 
graph, and  related  services 

Utilities :  Electric  and  gas 

Local  utilities  and  local  public  serv- 
ices, not  elsewhere  classified...  . 

Full-service  and  limited-function 
wholesalers 

Wholesale  distributors,  other  than 
full-service  and  limited-function 
wholesalers 

Wholesale  and  retail  trade  comr 
bined,  not  elsewhere  classified: 

(a)  Wholesale  portion  of  52.. 

(b)  Retail  portion  of  52 

Retail  general  merchandise 

RetaO  food  and  liquor  stores 

Retail  automotive 

RetaU  apparel  and  accessories 

Retail  trade,  not  elsewhere  classi- 
fied  .- 

Eating  and  drinking  places 

Retail  filling  stations 

Banks  and  trust  companies 

Security  dealers  and  investment 

^^nking 

Finance   agenoieB.  no     elsewhere 

classified „. 

Insurance  oarriei8 «- 

Insurance    agents,   brokers,   and 

R«al  estate 

Real  estate,  insurance,  louis,  law 

offices:  any  combination 

Holding    companies   (except   real 

estate  holding  companies} 


BLS 

employ- 
ment 
sched- 
ule No. 


1767 

1767 

698 
1767 

1767 

*698 
698 

698 

787 

787 


787 
786 
786 
786 
786 
786 

786 

786 

786 

1767 

1134 

1767 
1134 

1134 
1767 

1767 

1767 


SSA  in- 
dustry 

code 

No. 


701 
702 
703 
704 

721 
722 
723 

724 
725 

726 

727 

729 

73 

74 

75 

76 

78 
79 


80 
81 
82 

83 

86 

90 

94,95 

99 


Industry  title 


Hotels 

Rooming  and  boarding  houses 

Camps 

Organization  hotels  and  lodging 
houses  (on  membership  bfisis) . . . 

Laundries  and  laundry  services 

Cleaning  and  dyeing  plants 

Photographic  studios  (including 
<Mmmercial  photography) 

Barber  and  beauty  shops 

Shoe-repair  shops  and  shoe-shine 
parlors  (including  hat  cleaning) . 

Funeral  service  (including  crema- 
tories)   

Cleaning,  pressing,  alteration,  and 
garment-repair  shops 

Personal  services,  not  elsewhere 
classified 

Business  services,  not  elsewhere 
classified 

Employment  agencies  and  com- 
mercial and  trade  schools 

Automobile  repair  services  and 
garages.. 

Miscellaneous  repair  aervioes  and 
hand  trades 

Motion  pictures 

Amusement  and  recreation  and 
related  services,  not  elsewhere 
classified 

Medical  and  other  health  services. 

Law  offices  and  related  services.  . 

Educational  institutions  and 
agencies 

Other  professional  and  social- 
service  agencies  and  institutions. 

Nonprofit  membership  organi- 
zations  

Private  households 

Government 

Establishments,  not  elsewhere 
classified 


BLS 

employ- 
ment 
sched- 
ule No. 


TOO 
1767 
1767 

1767 
930 
930 

1767 
1767 

1767 

1767 

1767 

1767 

1767 

1767 

1767 

1767 
1767 

1767 
1767 
1767 

•1767 

1767 

1767 
(«) 
(•) 

1767 


I 


*  Not  totioited.  TIw  BLS  mm  ipMisI  sarreys  pnpared  by  tbe  Ano- 
ektioo  of  AOMriao  RtibiMdi  and  i«gidw  mimtUr  eiaiiJari^ 

of  ladivldiMa  riihntjri  to  tbe  ICC. 

*  WMltro  Union  Telegmpb  Co.  reports  emploTment,  pay  roD,  amt 
"hmn  OD  •  Joint  FCC  and  BLS  acbedole,  BLS  m^  by  ita  opciatlBg 
regions.    AOMftea  TUtpboM  ud  Talignpk  0«.  sad  its  tdspbone 

I  (Bdl  ayslni)  tlM  nmrt  MBplognMat  oa  a  loiat  FCC  sad 


B  LS  Mbediilc,  B  L8 1U6.    Otber  OndveodMit}  tafepbooe  and  tekcr^ib 
eompaniea  should  ass  Sclwdnle  flSS. 

<  Only  private  edantkwal  iastitiitlans  an  aoUdted  on  BLS  idwdnks. 

<  Not  solicited. 

•  NotsoUdtad.  Goremment  data  an  solicited  primarily  by  tbe  Civil 
aarriee  Commission  and  thsBnwaa  of  the  Oensas.  EeporU  from  certain 
onits  <a  tbe  Federal  govecninaBt  an  leoeived  by  tbe  Washington  OlBoe 
tfttMBLS. 


6.3     IDENTIFICATION  NUMBERS 


6.3-1     "BLS  Codes"  on  Schedules 

Near  the  top  and  on  the  right  side  of  each 
schedule  is  a  boxhead  labeled  "BLS  Codes." 
This  contains  space  for:  (a)  the  number  of  es- 
tablishments; (b)  the  State  code;  (c)  the  in- 
dustry code;  (d)  the  report  nimiber;  (e)  the 
BLS  tabulating  industry  group  code;  and  (f) 
a  blank  box  for  any  area  or  other  codes  which 
may  be  introduced.    These  "control  codes"  are 


punched  into  the  IBM  cards  along  with  the  em- 
plojmient,  pay  roll,  and  man-hour  data  for  each 
report.  The  cards  can  then  be  sorted  into  vari- 
ous categories,  thereby  permitting  the  running 
of  the  tabulations  and  listings  needed  for  the 
preparation  of  various  employment,  pay  roll, 
and  man-hour  series.  The  following  example 
shows  the  heading  of  a  schedule  with  the  codes 
entered  in  the  boxhead. 
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6.3-2     State  and  Industry  Codes 

A  list  of  the  State  codes  used  by  BLS  is  given 
in  figure  6.19.  Tlie  industry  codes  used  by  BLS 
in  its  Employment  Statistics  Program  are  issued 
as  needed  in  coding  guides. 

6.3-3     Length  of  Pay  Period  Codes 

A  column  on  the  schedule  is  reserved  for  the 
LP  or  "length  of  pay  period"  code  (see  fig.  6.27) . 
An  appropriate  code  is  entered  on  every  schedule 
where  the  firm  reports  a  pay  period  other  than 
1  week.  (For  those  reporting  a  1-week  pay 
period  an  X  is  entered  in  this  colunm.)  The 
purpose  of  the  LP  code  is  to  facilitate  the  use 
of  machine  tabulation  methods  in  reducing  re- 
ported pay-roll  and  man-hour  figures  to  a  1- 
week  basis.  The  pay-roll  and  man-hour  data,  as 
well  as  the  LP  codes,  are  entered  on  detail  cards, 


and  the  cards  are  put  in  an  IBM  "multiplier." 
This  machine  multiplies  the  pay-roll  and  man- 
hour  data  by  the  appropriate  conversion  factors 
and  punches  the  products  in  the  fields  allocated 
to  them  in  the  detail  card. 

6.3-4     Explanatory  Codes 

A  column  is  reserved  on  each  of  the  schedules 
for  "explanatory  codes."  These  are  of  two 
types :  "Comment  codes  for  analysis  purposes," 
which  relates  to  explanations  made  by  the  com- 
panies explaining  month-to-month  variations 
in  employment,  pay  roUs  and  man-hours;  and 
"Comment  codes  affecting  office  mechanics  only," 
which  is  designed  to  facilitate  handling  of  re- 
ports by  the  Washington  office.  A  list  of  the 
explanatory  codes  currently  in  use  is  given  in 
figure  6.20. 


6.4     ROUTING  OF  SCHEDULES 


6.4-1     Routing    Procedure   for   Schedules    Re- 
ceived DirecHy  by  BLS 

Following  is  a  step-by-step  outline  of  the 
routing  procedure  for  schedules  received  di- 
rectly by  the  Washington  office  of  BLS  ("direct 
schedules") : 


(a)  Schedules  mailed  to  firms  from  Branch 
of  Employment  Statistic& 

(b)  Firms  return  completed  schedules. 


(c)  Schedules  edited. 
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(d)  Scheduks  aaBembled  for  Bnmch  of  Ma- 
chine Tabulfttioii. 

{%)  ScheduleB  sent  to  Branch  of  Madiiiie 
TibuktioiL 

(f)  Punch  cards  prepared  from  schedules. 

(g)  Schedules  returned  to  Branch  of  Emi^y- 
ment  Statistics. 

(h)  Schedules  prepared  for  mailing  for  fol* 
lowing  month. 


lliero  ana  three  systems  of  routing  schedules 
for  OontiBct  States.  Step-by-step  outlines  of 
each  of  the  three  methods  are  listed  below. 

(a)  Fttn  linmii.  Used  in  majority  of 
Contract  Slates. 

(1)  Schedules  mailed  to  firms  by  Contract 


(8)  Finns  return  completed  schedules  to 
Contract  State. 

(3)  Schedules  edited  by  Contract  State. 

(i^  Schedule  data  transcribed  to  office  record 
cards. 

(5)  Schedules  mailed  to  BLS  Branch  of 
Machine  Tabulation. 

(6>)  Punch  cards  prepared  from  schedules. 

(7)  Schedules  returned  to  Contract  State  by 
BLS  Branch  of  Machine  Tabulation. 

(8)  Schedules  prepared  for  mailing  for  fol- 
lowing month. 

(b)  SwQND  MsrHOOi. 

(1)  Schedules  mailed  to  firms  by  Contract 
Stato. 
(S)  Finns  return  oompletod  schedules  to 

(3)  Schedules  mailed  to  BLS  Branch  of 
Employment  Statistics. 


(4)  Schedules  edited. 

(6)  Schedules  assembled  for  Branch  of  Ma- 
chine Tabulations. 

(6)  Schedules  sent  to  Branch  of  Machine 
Tabulation. 

(7)  Punch  cards  prepared  from  schedules. 

(8)  Schedules  returned  to  Contract  State  by 
Branch  of  Machine  Tabulation. 

(9)  Schedules  prepared  for  mailing  for  fol- 
lowing month. 

(c)  TRntD  Method. 

(1)  Schedules  mailed  to  firms  by  Contract 
State. 

(2)  Firms  return  completed  schedules  to 
Contract  State. 

(a)  Schedules  edited  by  Contract  State. 

(4)  Schedule  data  transcribed  to  office  record 
cards.* 

(5)  Punch  cards  for  State  use  prepared  from 
office  record  cards.' 

(6)  Schedules  prepared  for  mailing  for  fol- 
lowing month. 

(7)  Periodic  listings  of  the  data  are  prepared 
by  the  Contract  State. 

(8)  Listings  mailed  to  BLS  Branch  of  Ma- 
chine Tabulation. 

(9)  Punch  cards  for  Washington  use  pre- 
pared from  listings. 

6.4^    Schedules  To  Be  Handled  Carefully 

The  BLS  schedule  is  a  12-month  shuttle  form 
and  must  be  handled  monthly  by  the  firm,  the 
Contract  State  office,  and  the  BLS  Branch  of 
Machine  Tabulation.  Moreover,  it  is  kept  on 
file  and  referred  to  frequently  for  a  consider- 
able period  after  the  end  of  the  year  during 
which  it  was  used  for  collecting  data.  Hence, 
it  is  important  that  it  be  handled  carefully. 


63     EDmNG  EMPIOYMENT  AND  PAY  ROU  SCHEDULES 

AJ-1     luliiducfion 


Every  month  the  Washington  office  receives 
approximately  75,000  employment  and  pay  roll 
reports.  Fewer  than  half  of  these  reports  are 
submitted  directly  to  Wa^ington;  the  remain- 
der an  received  by  the  Gmtract  State  agencies 


and  are  forwarded  to  Washington  for  tabula- 
tion. The  prompt  processing  of  this  huge  num- 
ber of  schedules  can  be  accomplished  only  by 
machine  methods  of  tabulation.    Such  machine 


■  In  tome  Instance*  no  office  record  carda  are  prepared  and 
Uw  paadilac  ia  done  directly  from  the  •cbedolea. 


6J-1     IfilroducNon — Continued 

methods  depend  on  preassigned  codes  and  pre- 
designated  fields  allocated  for  specific  informa- 
tion. Strict  adherence  to  uniform  procedure  is 
essential  if  the  edited  and  tabulated  data  for 
the  United  States  as  a  whole  are  to  be  accurate 
and  meaningful.  The  following  instructions 
have  been  assembled  as  a  guide  for  the  Contract 
States  when  editing  nonconstruction  employ- 
ment and  pay  roll  schedules. 

6.5-2     Purpose  of  Editing 

The  editing  of  schedules  has  the  following 
purposes: 

(a)  To  secure  necessary  codes  on  schedule. 
This  insures  accurate  tabulation. 

(b)  To  secure  consistent  and  comparable 
data  from  reporting  firms.  This  insures  mean- 
ingful and  reliable  totals  from  which  estimates, 
averages,  and  ratios  can  be  secured. 

(c)  To  secure  allied  information  such  as 
comments,  changes  in  name  and  address  of  re- 
porting firm,  death  of  firm,  etc  This  yields 
necessary  data  for  analyzing  and  interpreting 
State  and  national  figures;  keeping  mailing 
lists  up  to  date,  etc. 

6.5-3     Mechonics  of  Editing — Control  Codes 

The  control  codes  should  appear  in  the  ap- 
propriate box  heads.  When  editing  a  schedule 
begin  by  inspecting  code  boxes  to  see  that 
proper  codes  are  entered  in  every  box.  Codes 
are  entered  in  appropriate  boxes  when  new 
schedules  are  prepared.  At  that  time  the  codes 
should  be  carefully  checked  with  those  shown 
on  the  last  schedule.  Afterwards,  when  sched- 
ules are  returned  with  current  reports,  a  cursory 
glance  is  all  that  is  usually  required.  Schedules 
used  for  following  up  delinquent  or  late  reports 
should  be  carefully  inspected  to  insure  correct 
codes  in  the  proper  boxes. 

6J-4     Mechanics  of  Editing — Employment,  Pay 
Roll,  and  Man-Hour  Data 

Current  employment,  pay  roll,  and  man-hour 
data  for  each  report  should  be  checked  against 
the  data  reported  for  preceding  months  for 
comparability.    Small  variations  in  the  data 


are  to  be  expected.     In  general,  changes  in 
average  hourly  earnings  of  five  cents  or  less 
and  changes  in  average  weekly  hours  of  five 
hours  or  less  can  be  accepted.    For  non-nian« 
hour  firms,  changes  of  $5.00  per  week  or  less  in 
average  weekly  earnings  are  acceptable.    For 
very  large  firms,  however,  these  criteria  should 
be  restricted  somewhat  since  such  averages  tend 
to  remain  more  stable  as  the  size  of  the  firm 
increases  and  since  such  large  firms  have  a  rela- 
tively large  weight  in  the  industry  figures.   The 
criteria  should  also  be  restricted  for  relatively 
stable  industries.     Care  must  be  taken  when 
inspecting  changes  in  average  hourly  earnings 
and  average  weekly  hours  to  see  that  the  varia- 
tions are  consistent  with  one  another.    If  ap- 
propriate comments  do  not  appear  on  the  sched- 
ule, such  reports  should  be  returned  to  the  firms 
for  verification  of  figures  or  for  the  explana- 
tion of  the  changes.    In  seasonal  industries  and 
for  those  firms  which  in  the  past  have  explained 
unusual  changes  by  "piecework,  commissions, 
etc.,"  larger  variations  in  hours  and  earnings 
may  be  accepted.    Larger  variations  in  aver- 
ages may  also  be   accepted   whenever  large 
changes  in  employment  occur.    The  cause  for 
such  changes  in  employment,  however,  should 
be  secured.    If  large  variations  are  adequately 
explained  by  appropriate  comments  or  wage 
changes,  they  should,  of  course,  be  accepted. 
When  editing  current  data,  the  average  hourly 
earnings  and  average  weekly  hours,  in  addition 
to  being  compared  with  the  firm's  averages  for 
previous  months,  should  also  be  compared  with 
the  same  averages  of  other  establishments  in 
the  same  industry.    In  all  cases,  whenever  any 
conmient  is  furnished  by  the  firm  or  known  in 
the  office,  the  appropriate  code  (see  fig.  6.20) 
should  be  entered  in  red  pencil  in  the  column 
for  explanatory  codes.'   The  detailed  comment 
submitted  by  the  firm  or  known  in  the  State 
office  should  also  be  entered  on  a  comment  sheet 
(see  fig.  6.22),  using  a  separate  sheet  for  eadi 
BLS  industry. 
Care  must  be  taken  to  insure  that  hours  and 


*Tbe  national  achedolea  provide  avdi  a  cfrtoma.  If  • 
State  schedule  does  not,  then  the  explanatory  code  ahoold 
be  entered  In  red  in  the  richt-hand  margin  and  encircled. 
This  is  the  only  inatanoe  In  which  an  encircled  tligm*  la 
punched. 


|l 


BL/SState  Employment  Statistics  Mantial,  Vol.  II 


Mail  1, 1948 


Mab.  1, 1948 


Clearance  and  Editing  of  Schedules 


6J-10 


ft 
I 


Maclianics  off  Editing — Employment,  Pcry 
loll,  ond  Man-Hour  Data — Continued 

pay  roll  sliown  are  for  the  pay  period  reported. 
If  average  weekly  hours  indicate  too  short  or  too 
long  a  workweek,  the  schedule  should  be  re- 
turned for  questioning  or  verification.  If 
hours  reported  cover  a  different  period  than 
the  pay  roll,  then  both  need  converting  to  weekly 
equivalents.  Average  weekly  hours  should  also 
be  watched  for  "nominal  hours"  (e.  g.,  40  per 
Week  per  employee)  reporters.  Actual  hours 
worked  or  paid  for  are  requested  on  the  sched- 
ules. "Nominal  hours*'  are  not  to  be  used 
(encircle in  red). 

Since  only  whole  numbers  are  punched,  be 
sure  to  cross  out,  in  red,  any  cents  data  appear- 
ing in  the  pay  roll  column  or  any  fraction  ap- 
pearing in  the  man-hour  or  employee  columns. 
If  two  employment  figures  are  supplied,  one  for 
|Murt-time  and  one  for  full-time,  or  one  for 
fraeUy  and  one  for  monthly  pay  roll,  they  must 
be  added  and  the  total  entered  in  red  in  the  em- 
ployment field.  The  component  employment 
entries  should  of  course  be  encircled  in  red  as  an 
indication  to  the  card-punchers  that  these  items 
are  not  to  be  picked  up.  If  there  are  corre- 
sponding splits  in  the  data  for  pay  and  hours, 
these  data  should  be  edited  to  a  common  basis 
(usually  converted  to  weekly  equivalents)  and 
t^e  edited  data  entered  in  the  appropriate 
spaces. 

63-5     Mechanics  of  Editing-— Commissions 

In  trade  and  in  insurance  and  bn^erage  in- 
dustries, many  firms  pay  commissions  as  well  as 
regular  salaries  or  wages.  Such  commission 
payments  must  be  carefully  watched  since  regu- 
lar commissions  for  the  current  month  are  to 
be  included  and  nonregular  commission  pay- 
ments (quarterly,  semiannual,  annual)  are  to 
be  excluded.  Commissions  earned  in  the  preced- 
ing month  but  paid  in  the  current  month  should 
not  be  used  with  current  pay  data  but  rather 
with  the  pay  for  the  mcmth  in  which  the  com- 
missions are  earned.  This  is  necessary  to  avoid 
having  seasonal  earnings  appear  in  the  follow- 
ing month.  (See  also  sections  6.5-17  (f )  and 
(«)•) 


6.5-6     Mechanics  of  Editing— Women  —  All  Em- 
ployee Data 

For  those  schedules  showing  production 
workers  and  women  production  workers  as  well 
as  "all  employee"  data,  special  care  should  be 
taken  in  editing  the  report.  It  is  important  to 
distinguish  between  a  firm  that  reports  no 
women  (zero  or  none)  and  one  that  does  not 
report  such  data.  In  the  first  case  a  zero  (0) 
should  be  entered  in  the  women  production 
worker  column.  If  a  fii-m  enters  "none",  the 
"none"  should  be  crossed  out  in  red  and  a  zero 
(0)  entered.  For  those  reports  that  leave  the 
women  production  worker  colunm  blank,  the 
"all  employee"  figures  should  be  compared  with 
the  production  worker  both  sexes  figures  to  in- 
dicate whether  the  women  production  workers 
should  be  zero.  If  the  women  "all  employee" 
figure  is  very  small  and  the  difference  between 
the  "all  employee"  and  production  worker  figure 
is  greater  than  the  women  "all  employee"  figure, 
it  usually  is  fairly  safe  to  estimate  the  women 
production  workers  as  zero  rather  than  to  as- 
sume the  report  as  a  nonwomen  reporter.  For 
example,  assume  the  following  report  is  re- 
ceived : 


Productioo  worken 

Aflonployees 

MMh 

Both 
sexes 

Women 

Both 
■exes 

Women 

JllHtT     . 

» 

31 

SI 

ae 

40 

3 

Pebnnry    

2 

Hsrab 

3 

It  is  fairly  safe  to  estimate  the  women  pro- 
duction workers  as  zero  in  this  example.  Such 
"©"s  should  be  entered  in  red  pencil  as  women 
production  workers.  By  not  paying  sufficient 
attention  to  such  relationships  some  zero  reports 
will  be  processed  as  nonwomen  reports.  This 
will  affect  the  national  industry  women  ratios 
since  a  nonreporter  is  excluded  from  the  ratio 
tabulations  while  zero  women  reporters  are  in- 
cluded and  have  a  tendency  to  lower  the  women 
ratios. 

In  1947,  women  production  (or  nonsuper- 
visory)  workers  were  dropped  from  all  sched- 
ules except  manufacturing  but  there  is  a  column 


6.56-6     Mechanics     of     Editing — ^Women-All 
Employee  Data— Continued 

under  "All  Employees"  for  women  data.  In 
any  listing,  edited  schedule,  late  report,  correc- 
tion form,  or  schedule  substitute,  the  columns 
for  women  (production  workers  or  all  em- 
ployees) should  carry  an  X  (or  symbol  if  on  a 
machine  listing)  or  an  actual  report  each  month, 
depending  on  the  information  supplied  by  the 
firm.  A  zero  should  be  used  for  those  firms 
which  report  that  no  women  are  employed.  An 
X  should  be  shown  each  month  for  those  re- 
ports not  containing  this  information. 

63-7     Mechanics      of      Editing  —  Production 
Worker  -  All     Employee    Data 

Care  must  also  be  taken  to  compare  produc- 
tion workers  with  the  "all  employee"  data  re- 
ported to  see  that  the  "all  employee"  figure  is 
larger  than  the  production  worker  figure.  Re- 
ports in  which  the  production  worker  figure  is 
equivalent  to  or  larger  than  the  "all  employee" 
figure  should  be  questioned.  (Common  errors 
are  (1)  the  reporting  of  nonproduction  workei-s 
instead  of  "all  employee"  data.  (2)  the  repe- 
tition of  production  workers  for  "all  em- 
ployee" data.) 

63-8     Mechanics  of  Editing — ^Strikes 

When  a  firm  is  out  on  strike  the  actual  report 
should  be  used.  Edit  data  same  as  for  any  other 
month,  enter  explanatory  code  on  schedule,  and 
copy  comment  to  "conunent  sheet."  If  the  firm 
is  completely  shut  down,  the  drop  to  zero  should 
be  taken.  In  such  cases  it  is  very  important  to 
enter  zeros  in  every  field  in  which  data  were 
available  for  the  preceding  month.  Be  sure  to 
enter  the  explanatory  code  on  the  schedule. 
Send  such  schedules  to.  the  Branch  of  Machine 
Tabulation  along  with  the  regular  schedules.  If 
a  firm  is  completely  shut  down  for  several 
months,  the  schedule  showing  zeros  in  each  field 
for  each  month  should  be  transmitted  to  the 
Branch  of  Machine  Tabulation  every  month 
until  such  time  as  the  firm  resumes  operation 
and  commences  to  submit  regular  reports. 


6.5-9     Mechanics  of  Editing — ^Temporary  Clos- 
ing 

Wlien  a  firm  reports  a  temporary  closing,  the 
drop  to  zero  is  taken.  Be  sure  to  enter  appro- 
priate comment  code  on  the  schedule.  It  is  im- 
portant that  a  zero  be  entered  in  every  field  in 
which  the  firm  submitted  data  in  the  preceding 
month.  The  schedule  should  be  submitted  to 
Washington  every  month  with  zeros  entered  as 
current  month  data  until  the  firm  resumes  op- 
erations and  commences  to  submit  regular  re- 
ports. If  the  firm  is  a  seasonal  one  and  usually 
closes  down  for  several  months  (such  as  a  can- 
ning factory),  the  schedule  should  not  be  re- 
turned to  the  firm  every  month  but  the  schedule 
with  zeros  entered  as  current  month's  report 
and  the  appropriate  explanatory  code  should 
be  sent  to  the  Branch  of  Machine  Tabulation  for 
inclusion  in  the  BLS  tabulations.  This  proce- 
dure is  necessary  to  keep  such  firms  from 
appearing  as  delinquent  firms. 

6.5-10     Schedule  Substlhifot 

Schedules  should  be  mailed  so  that  they  reach 
the  reporting  firms  on  the  15th  of  the  month  for 
the  entry  of  current  month  data.  Reports  re- 
ceived in  the  State  office  about  the  12th  of  the 
following  month  (i.  e.,  on  February  12  with  a 
January  report)  cannot  be  forwarded  to  Wash- 
ington, returned  to  the  State  office,  and  still  be 
sent  to  the  firm  in  time  for  the  regular  mailing 
for  the  following  month.  For  such  reports 
schedule  substitute  forms,  figure  6.23,  should 
be  employed  to  transmit  the  report  to  Washing- 
ton so  as  to  free  the  schedule  for  the  regular 
mailing  to  the  respondent  These  forms  should 
show  all  codes  and  both  the  immediately  pre- 
ceding and  current  month  data.  Whenever 
such  a  form  is  prepared,  the  current  month  en- 
try on  the  schedule  should  be  green  checked  in 
both  the  left-  and  right-hand  margins  to  denote 
that  the  data  were  punched  from  a  schedule 
substitute.  See  following  illustration  denoting 
regular  punching  for  February  and  schedule 
substitute  punching  for  March.  Since  the  final 
tabulations  in  Washington  close  about  the  26th, 
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A3-10     SchMlul*  Substitutes— Continued 

schedule  substitutes  should  be  employed  from 
about  the  12th  to  the  20th  of  the  month. 
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Schedule  substitutes  should  be  transmitted  to 
Ihe  Branch  of  Machine  Tabulation  the  same  aa 
schedules  but  in  separate  blo^  (see  section  fi.b- 
15  (e)).  The  distinctive  color  of  the  schedule 
■nbetitQte  form  is  an  indication  to  the  BLS 
mad  pimcliers  that  current  reports  are  involved 
and  ^ould  recnve  priority  in  punching. 

A3-11     Uifiapiitl 

Since,  for  the  currmi  BKnith,  data  are 
pimclied  in  Washington  from  either  schedules 
or  schedule  substitutes,  reports  received  for 
prior  months  or  late  for  the  kst  month's  tabula- 
tion (identified  by  the  absence  of  red  or  green 
diedcs  on  the  schedule)  should  be  forwarded  on 
*late  report"  forms  (see  figure  6^) .  The  late 
inport  form  is  similar  to  the  schedule  substitute 
form  except  that  all  pay  and  hours  should  be 
ctHiverted  to  a  one-week  basis.  The  LP  code 
on  a  late-report  form  is  always  "X"  (one  week). 
A  late  report  form  showing  all  codes  and  re- 
ported data  lor  both  the  preceding  and  current 
■MBth  iaoMded  for  every  month  for  which  the 
raport  is  beiikg  submitted ;  L  e.,  if  late  reports 
ara  to  be  submitted  for  February  and  March, 
the  first  late  report  form  should  show  all  codii 
and  reported  data  (converted  to  weekly  equiv- 
alents) for  both  January  and  February — ^the 
secomd  late  report  form  should  show  all  codes 
and  data  for  February  and  March.  When  pre- 
paiing  a  late  report  form,  place  a  single  green 
dbidc  in  the  left-hand  margin  of  the  schedule 
atongmde  the  month  copied  to  denote  that  the 
information  was  punched  from  another  source 


(see  entry  for  January  in  above  illustration). 
Late  report  forms  should  be  transmitted  to  the 
Branch  of  Machine  Tabulation  the  same  as 
schedule  substitutes,  but  should  be  kept  in 
separate  blocks  (see  section  6.5-15  (e) )  keeping 
right  side  of  form  up  and  if  possible  keeping 
all  late  reports  for  the  same  month  together. 
Late  report  forms  should  not  be  saved  but 
should  be  mailed  every  few  days  with  special 
emphasis  to  catch  the  tabulation  closing  dates 
of  the  BLS  in  Washington. 

6JI-12     Cerrectten  Forms 

When  a  firm  changes  its  report  for  a  previous 
month  which  has  been  transmitted  to  Washing- 
ton and  punched  (identified  by  red  or  green 
check  marks  on  the  schedule)  it  is  necessary  to 
prepare  a  "correction"  form  (see  figure  6i86)  to 
have  the  original  data  changed.  When  prepar- 
ing correction  forms,  all  pay  and  hours  data  are 
to  be  edited  to  a  weekly  basis  and  the  correct 
information — both  codes  and  data — are  entered 
on  the  lines  reserved  for  "corrected"  data.  On 
the  lines  marked  "original,"  only  the  incorrect 
or  missing  items  are  entered.  All  "original" 
items  not  shown  are  assumed  to  be  the  same  as 
the  "corrected"  items.  Under  remarks  enter  the 
two-month  comparison  in  miiicfa  the  original 
data  were  sent  to  Washington.  For  example, 
if  the  original  data  were  sent  for  the  January- 
February  and  for  the  February-March  tabula- 
tions the  note  "sent  for  January-February  and 
February-March  tabulations"  would  appear  un- 
der remarks,  column  18.  If,  however,  the  orig- 
inal data  were  sent  only  for  the  January-Febru- 
ary tabulation  and  the  corrected  data  sent  for 
the  February-March  tabulation,  the  note  would 
read  "sent  only  for  January-February  tabula- 
tiim.**    Correction  forms  are  to  be  sent  to : 

Chief,  Branch  of  Employment  Statistics, 
U.  S.  Bureau  of  Labor  Statistics, 
Washington  26,  D.  C 

(1) 

(jr«t«.— Zte  Biiator  (1)  k  a  sortlaf  nomber  for  tfce  BLS 


4J-19    Noma  Cliaa«ss 

All  changes  in  firm  name,  address,  or  in  loca- 
tion of  establishments  covered  by  the  report  are 


m-13     Name  Changes — Continued 

to  be  transmitted  periodically  (preferably  once 
a  month)  to  the  Washington  office  by  means  of 
a  memorandum  form  (see  fig.  6.26)  which  will 
be  provided  by  the  Washington  office.  Address 
the  memorandum  to  Chief,  Branch  of  Employ- 
ment Statistics. 

6.5-14     Cancellation  off  Reporft 

The  form  mentioned  above  (fig.  6.26)  should 
also  be  used  for  reporting  cancellations  to 
Washington.  In  each  case  give  date  and  reason 
for  cancellation :  e.  g.,  "Out  of  business ;"  "Re- 
fusal to  report  any  longer." 

6.5-TS     Tabulotlon  Closing  Dates  ' 

(a)  Tabulation  closing  dates  in  Washington, 
at  present,  ar^  scheduled  on  the  1st,  15th,  and 
26th  of  the  month  following  the  month  to  which 
the  report  relates. 

(b)  The  closing  of  the  1st  is  used  for  securing 
the  national  preliminary  report.  Special  ef- 
fort should  be  made  to  transmit  as  many  sched- 
ules as  possible  to  Washington  before  this 
closing  date.  Schedules  should  not  be  saved 
until  then  but  should  be  transmitted  every  few 
days  so  that  the  incoming  mail  from  the  Con- 
tract State  agencies  does  not  swamp  the  punch- 
ing section.  In  the  past  the  Branch  of  Machine 
Tabulation  has  received  as  many  as  10,000  sched- 
ules (both  direct  and  Contract  State)  in  the  2 
days  preceding  this  closing  date.  Such  a 
volume  of  schedules  delays  the  tabulations. 

(c)  Since  the  tabulations  of  75,000  reports 
takes  considerable  time  and  would,  therefore, 
delay  the  final  tabulations  necessary  for  the 
regular  releases,  a  closing  as  of  the  15th  has 
been  set  to  summarize  all  available  reports  for 
the  current  month.  These  summaries  replace 
individual  reports  in  the  final  tabulati(ms.  The 
more  complete  the  summaries,  the  more  prelimi- 
nary analytical  work  can  be  performed 
and  the  more  quickly  the  final  tabulations  can 
be  prepared.  Special  effort  should  be  made  to 
transmit  aU  available  reports  to  reach  ih» 
Washington  office  by  the  15th. 

(d)  Hie  final  tabulation  closing  date  is 
usually  about  the  26th.    At  this  time  the  sum- 


maries secured  on  the  closing  of  the  15th  are 
combined  with  all  residual  reports  received  after 
the  15th  and  the  final  tabulations  are  prepared. 
Special  effort  should  be  made  to  transmit  all 
available  reports  (schedule  substitutes,  late  re- 
ports, or  schedules)  to  reach  Washington  by 
the  26th. 

(e)  Each  shipment  of  current  schedules, 
schedule  substitutes,  and  late  report  forms  (not 
correction  forms)  should  be  accompanied  by  a 
"block  control"  slip  (figure  6.21).  The  follow- 
ing items  should  be  filled  in: 

(1)  Project  title.  The  BLS  project  code, 
2102,  for  employment,  pay,  and  hours  statistics 
should  be  entered  here. 

(2)  Block  number.  These  numbers  should 
be  assigned  consecutively  throughout  the  calen- 
dar year  beginning  with  "1"  for  the  first  block 
of  schedules  submitted  with  January  data.  The 
block  numbers  are  used  in  Washington  for  con- 
trol purposes  and  may  sometimes  be  changed  in 
Washington  for  work  assignment  purposes 
which  have  no  significance  for  the  Contract 
States.  Schedules,  schedule  substitutes,  and 
late  report  forms  should  be  transmitted  in 
separate  blocks. 

(3)  First  and  last  sheet  number.  Enter  here 
the  count  of  schedules,  schedule  substitutes,  or 
late  report  forms  included  in  the  block.  It  is 
preferred  that  blocks  contain  no  more  than  250 
items. 

(4)  Date  transmitted.  Enter  here  the  data 
of  mailing  of  the  block. 

The  other  items  on  the  slip  are  for  use  in  Wash- 
ington and  should  not  be  filled  in. 

(f )  Schedules,  schedule  substitutes,  and  late 
report  forms  should  be  sent  by  registered  mail 
to— 

Branch  of  Machine  Tabulaticm, 
Bureau  of  Labor  Statistics, 
1723  F  Street  NW., 
Washington  25,  D.  C. 

Postal  regulations  require  that  registered  pack- 
ages of  the  above  material  must  not  exceed  four 
pounds., 

63-16     Comments 

Proper  evaluation,  interpretation,  and  analy- 
sis of  the  national  industry  data  require  the  use 
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of  comments  reported  by  respondents.  Since 
tlM  Washington  office  prepares  national  indus- 
try  figures,  comments  are  desired  on  an  industry 
basis.  Whenever  a  significant  comment  is  re- 
ceived or  is  known  at  the  State  office,  it  should 
be  entered  on  a  comment  form  (see  fig.  6.22). 
These  fonos  should  be  sent  every  few  days  to 
Chief,  Branch  of  Employment  Statistics.  Ex- 
planatory codes  should,  of  course,  be  entered  in 
the  appropriate  columns  on  each  schedule.  Use 
m  Mparate  sheet  for  each  BLS  industry  to 
iiiilitate  the  assembly  of  the  conmients  by  in- 
dustry. Insignifloant  comments  such  as  ^'hired 
<Mie  employee"  meed  not  be  sent  When  evalu- 
ating comments,  make  sure  that  the  comment 
is  appropriate;  i.  e.,  comment  may  read  "sea- 


I  flipaiiaion'*  but  report  may  show  a  drop  in 
flliplf^ment,  pay,  and  hours. 

AJ-17    Ungfli  off  Ptty  P«rlad 

(a)  The  LP  (length  of  pay  period)  codes 
should  receive  special  attention.  Bespondents 
are  requested  to  report  data  for  one  pay  period, 
preferably  1  week.  Many  reports,  however,  re- 
late to  other  than  a  1-week  period.  Such  re- 
ports must  be  converted  to  weekly  equivalents. 

(b)  The  following  method  of  deriving  the 
LP  code  will  be  used: 

(1)  Under  section  HI  (reserved  for  com- 
ments, operating  days,  etc)  the  schedules  cany 
provisions  f(Hr: 

(i)  Number  of  days  worked  by  majority 
of  employees  during  week  ending  nearest  the 
l&th,  and 

(ii)  Number  of  days  worked  by  majority 
of  employees  during  pay  period  reported. 

(2)  The  "conversion  factor**  secured  by  di- 
viding (i)  by  (ii)  above  is  used  to  secure  weekly 
equivalent  pay  roll  and  man-hour  reports.  For 
aiounple,  if  a  firm  reported  a  l-16th  pay  period 
and  reported  that  its  employees  worked  11  days 
during  that  period  and  6  days  during  the  week 
aiding  nearest  the  15th,  then  the  conversion  fac- 
tor would  be  Q/11=0M.  The  LP  code  is  the 
same,  except  that  the  whole  number  (56)  is  used. 
linuB  are  requested  to  aufq^ly  work  schedules 
to  the  nearest  half  day. 


(c)  To  avoid  having  to  make  a  division  every 
time  a  new  LP  code  is  needed,  the  table  shown  in 
figure  6.27  is  used.  In  the  stub  are  listed  the 
number  of  days  worked  during  the  pay  period 
reported.  The  colunm  headings  show  the  num- 
ber of  days  worked  in  the  week  ending  nearest 
the  10th  of  the  month.  To  find  the  LP  code 
corresponding  to  6/11,  choose  the  number  in 
the  colunm  labeled  6  opposite  11  in  the  stub. 
The  desired  LP  code  is  55  (and  Che  conversion 
factor  is  therefore  0.55).  The  LP  code  is  en- 
tered in  the  proper  column  of  the  BLS  schedule. 

(d)  It  should  be  noted  that  the  LP  code  will 
vary  not  <mly  for  each  individual  firm  but  from 
Mkmth  to  month.  It  is  therefore  very  impor- 
tant that  the  information  about  number  of  days 
worited  be  supplied  every  month  by  each  firm 
that  reports  data  for  other  than  a  1-week 
period.  Among  the  causes  of  variations  in  the 
number  of  days  woi^ed  are  strikes,  holidays, 
temporary  ^ut-downs,  etc 

(e)  Whenever  an  establishment  is  closed  dur- 
ing the  entire  week  of  the  15th,  the  employment, 
pay-roll,  and  man-hour  data  must  be  hand 
edkedasfbllowB: 

(1)  Use  LP  code  X(l  week). 

(2)  I^cirde  in  red  all  entries  for  the  month 
dealing  with  the  production  worker  (or  non- 
anpervisory  employee) ,  pay  roll  and  man-hour 
section  of  the  schedule. 

(8)  Enter,  in  red,  0*s  for  each  entry  encircled. 

(4)  Eiucircle,  in  red,  "all  employee**  data. 

(5)  Edit  in,  in  red,  a  new  "all  employee**  fig- 
ure by  subtracting  from  the  reported  "all  em- 
ployee** figure  the  number  reported  as  "produc- 
tion workers.**  For  those  schedules  on  which 
w(»nen  "production  workers**  are  not  requested, 
the  women  "all  employee**  figures  should  be 
edited  with  an  X. 

(f )  When  a  firm  submits  data  for  two  differ- 
ent pay  periods  on  one  schedule  (e.  g.,  regular 
pay  on  a  weekly  basis,  conmiissions  on  a  monthly 
basis),  it  is  necessary  to  convert  the  data  to 
we^y  equivalents,  then  total  both  pay  items 
and  enter  the  total  in  red  in  the  columns  pro- 


6.5-1 7     Length  of  Pay  Period — Continued 

vided  for  such  data.  It  is  important  in  all  such 
cases  that  the  hours  should  also  be  converted  to 
weekly  equivalents  and  entered  in  red  in  the 
column  reserved  for  edited  hours.  The  LP 
code  should  be  entered  as  X  (1  week). 

(g)  If  multiple  pay  roll  data  are  reported  for 
the  same  period  (i.  e.,  regular  pay  and  commis- 
sion both  for  the  half  month)  then  the  pay  roll 
items  need  not  be  converted  to  weekly  equiva- 
lents. These  should  be  added  as  reported  and 
entered  in  red  in  the  editing  columns  provided. 
Select  the  appropriate  LP  code  and  enter  it  in 
the  proper  colunm  for  housing  the  LP  code. 

(h)  A  few  firms  report  for  a  period  longer 
than  a  week  which  does  not  include  the  week 
ending  nearest  the  15th  (such  pay  periods  as 
Ist-lOth,  20th-30th) .  If  the  firm  uses  this  pay 
period  regularly,  the  column  on  the  schedule 
headed  "Number  of  days  worked  by  majority 
of  employees  during  week  ending  nearest  the 
15th,"  may  be  changed  by  hand  to  read 
"*  •  *  Week  ending  nearest  the  end  of  pay 
period  reported.'*  For  example,  a  firm  report- 
ing a  pay  period  of  the  Istr-lOth  should  be  asked 
to  furnish  the  number  of  days  for  the  week  end- 
ing nearest  the  10th.  With  this  information  it 
will  be  possible  to  determine  an  LP  code  in  the 
manner  described  in  (c).  If  a  firm  reports 
such  a  pay  period  for  1  month  only,  it  will 
be  necessary  to  write  to  the  firm  asking  them 
for  data  for  a  pay  period  including  the  week 
ending  nearest  the  15th. 

6.5-18     Special  Handling  of  Reports  Covering 
Soloried  Employees 

(a)  Schedules  on  which  salaried  employees 
are  reported  for  monthly  or  half -monthly  pay 
periods  require  special  editing.  This  occurs 
primarily  in  such  industries  as  utilities,  finance 
and  insurance,  and  in  s<Hne  trade  industries. 
The  method  described  in  section  6.5-17  (c)  of 
deriving  conversion  codes  leads  to  weekly 
equivalent  pay  roll  figures  which  vary  (in- 
versely) with  the  length  of  the  pay  period. 
Since  salaried  employees  are  paid  the  same 
amounts  each  pay  period,  regardless  of  length, 
variations  in  length  of  pay  period  lead  to  mis- 


leading variations  in  weekly  equivalent  pay  roll 
figures  when  the  standard  conversion  codes  are 
used.    The  following  table  illustrates  the  point : 
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Weekly  Pay  Roll  Data  for  BalarMl 
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>  standard  factors  are  baaed  aa  days  worked  (or  paid  far)  in  week  of 
16th  and  in  report  period  a>  explained  in  section  6.5-I7(p). 
»  Normal  factor  (0.«J)  explained  In  6.5-18(b). 

(b)  To  eliminate  these  misleading  pay  roll 
fluctuations,  conversion  factors  to  reduce  pay 
rolls  to  a  "normal"  weekly  equivalent  must  be 
used.  The  "normal"  conversion  factor  for  semi- 
monthly pay  roll  periods  is  0.46,  while  that 
for  monthly  periods  is  0.23.  The  method  of  de- 
riving them  is  explained  in  section  2,  volume 
m.  The  effect  of  using  the  "normal**  factor 
can  be  seen  in  the  last  colunm  of  the  above  table. 

(c)  In  those  cases  in  which  man-hours  are  not 
requested  (insurance  and  security  brokerage 
and  industries  covered  by  the  general  schedule), 
the  "normal"  conversion  factor  may  be  entered 
in  the  LP  column  just  as  in  the  case  of  standard 
factors.  However,  the  ^^normoT^  factor  tnU  &« 
the  same  every  month.  To  avoid  editing  errors, 
some  symbol  like  "i\^"  may  be  entered  in  the 
column  head  of  the  LP  column  of  a  schedule  to 
indicate  that  the  "normal"  factor  is  to  be  used 
in  that  report. 

(d)  In  those  cases  in  which  man-hours  are 
requested,  the  use  of  the  "normal"  factor  for 
reducing  pay  rolls  introduces  a  complication 
with  respect  to  the  reduction  of  the  man-hour 
total  to  a  weekly  equivalent.  The  number  of 
man-hours  reported  for  the  period,  unlike  pay 
rolls,  will  reflect  the  incidence  of  regular  non- 
work  days  (Saturdays  and  Sundays;  holidays 
are  no  problem  since  salaried  employees  are 
paid  for  them  and  holiday  hours  should  be  ro- 
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ported).  Hence^  the  standard  c&rwenion  fac- 
tors described  in  6 £-17  (<?)  should  he  used  to 
reduce  mcm-hours.  If  the  "normal"  factor 
wen  used,  the  weekly  man-hour  equivalent 
would  show  fluctuations  which  in  fact  do  not 
exist.   The  following  table  illustrates  the  point : 


nviMTiod 
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Ihe  March  and  June  man-hour  equivalents, 
secured  by  the  application  of  a  **nonnal"  con- 
vra!8ioii  factor  are  too  low  because  actually  there 
were  only  10  workdays  in  these  report  periods. 
The  resulting  converted  man-hour  weekly 
equivalents  will  affect  average  hourly  earnings 
and  avm-age  weddy  hours  and  will  introduce 
monthly  variations  which  distort  the  results. 

(e)  Since  the  pay  roll  and  man-hour  figures 
must  be  handled  differently,  in  the  cases  de- 
scribed in  (d) ,  the  report  for  salaried  workers 
must  be  hand  edited  to  a  weekly  basis  and  the 
LP  code  X  (one  week)  used.  The  reported  pay 
and  hours  data  on  the  schedule  should  be  en- 
circled in  red  and  the  hand  edited  figure  entered 
in  the  appropriate  spaces,  i.  e.,  in  the  special 
boxes  provided  on  some  schedules  for  edited 
data,  or  immediately  to  the  right  of  the  «i- 
cirded  data ;  in  the  latter  case,  the  edited  figures 
should  be  entered  in  red  as  shown  in  the  follow- 
ing  illustration: 


IEmmmL 

LP 

Km- 
pJoy- 
meat 

PayroD 

Hoon 

All  employees 

INnMl 

Both 
aezes 

Wom- 
en 

Mar.l-18L.. 

Apr.  1-16... 

X 
X 

90 
90 

>UOOO>flao 

>tooo*sto 

il.6Q0*M» 
>1. 760*718 

93 

99 

U 
19 

>  Theaa  llguna  sboold  be  encircled  in  tmI. 
•  TkaM  fliona  ihiNild  be  entered  in  rad. 


(f)  Contract  States  submitting  listings  to 
Washington  instead  of  schedules  may  follow  the 
procedure  of  encircling  in  red  the  unedited  pay 
roll  and  man-hour  figures  on  the  listings  and 
inserting  the  correct  figures  in  red  immediately 
to  the  light  of  each  unedited  figure.  Or,  edited 
figures  may  be  hand  entered  on  office  record 
cards  for  subsequent  punching.  In  either 
event,  the  listing  to  Washington  should  show 
data  edited  according  to  the  above  instructions. 

(g)  The  following  examples  indicate  the  re- 
sults obtained  by  using  "differentiating  factors'* 
for  pay  rolls  and  man-hours. 

Cam  I. — HalS  montUy  report 


Days  worked  or  paid  for 

Boportaddata 

Badooeddats 

wss* 

Mid- 
week of 
montb 

Report 
period 

Em- 
ploy- 
ment 

ro^ 

Man- 
hours 

roST* 

Man- 
boon* 

Mar.  1-16.. 
Apr.  1-16.. 
May  1-16.. 

Jane  1-16.. 
July  1-15... 

10 
11 
11 
10 

11 

30 
30 
30 
90 
90 

$2,000 
3,000 
2,000 
2,000 
2,000 

1,600 
1.760 
1,760 
1,600 
1,760 

•030 
«30 
030 
«S0 
930 

800 
763 
702 
600 

702 

laa  Ibotnotaa  at  and  of  Oaaa  n. 

Case  II, — Monthly  report 

Days  workad  or  paid  tor 

Boportaddata 

Badoacddats 

Pur  period 
ofraport 

Mid- 
week of 

Beport 
period 

Bm- 
ploy- 
ment 

roU 

Man- 
boors 

^. 

Man- 

Mar. 1-n.. 
Apr.l-ao.. 

Mcri-n.- 

Jone  1-ao.. 
Jnty  1-31.. 

96 

96 
W 

96 

90 

90 
90 
90 
30 

M.oao 

4,000 
4.000 

4,000 
4.000 

4.160 
4,160 
4.830 
4.000 

4.320 

1030 
030 
«30 
090 
030 

ge? 

•57 
060 
•60 
•90 

•  Wben  report  ia  (or  a  balf-month.  the  "nonnai"  footor  Is  0.46;  te  a 
wtMde  month  the  factor  is  0.33. 
1  Standard  faotors  baaad  on  days  worlcad  dorlng  mid-waek  and  pay 


As  can  readily  be  seen  in  each  of  the  preced- 
ing iUustrations  even  though  the  reported  man- 
hour  data  show  variations  up  to  10  percent 
while  the  pay  roll  is  constant,  the  use  of  "differ- 
entiating factors"  yields  weekly  pay  and  hours 
data  that  are  very  constant.  As  a  result  aver- 
age weekly  earnings,  average  weekly  hours  and 
average  hourly  earnings  are  comparable  from 
month  to  month  and  do  not  show  any  marked 
fluctuation  resulting  from  statistical  manipulap 
tion. 

(h)  iDBNTDrrufo  Salabtwo  Bepokts.    It  is 
not  expected  that  a  drive  be  conducted  to  locate 
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6J-1S     Special  Handling  of  Reports  Covering 
Salaried  Employees — Continued 

all  half -month  and  monthly  reports  on  salaried 
employees  at  the  expense  of  other  work  on  em- 
ployment estimates.  However,  some  of  these 
reports  may  be  spotted  quite  easily.  Systematic 
searching  for  others  (including  asking  firms  for 
explanations  of  questionable  cases)  may  be  car- 
ried on  as  time  permits.  Salaried  reports  may 
be  identified  in  the  following  ways : 

(1)  Analysis  of  pay  and  hours  reports.  An 
analysis  of  a  salaried  report  will  usually  show 
the  pay  roll  fairly  constant  but  the  total  of  the 
hours  worked  fluctuating  with  the  number  of 


working  days  in  the  report  period.  For 
monthly  reporters,  because  of  the  shortness  of 
February,  a  review  of  the  January-February- 
March  reports  will  help  spot  salaried  reporters. 
For  semimonthly  reporters,  a  set  of  reports  for 
semimonths  having  a  2-week-and-a-day  work- 
ing period  and  a  2-week  working  period  will 
prove  helpful  (e.  g.,  January  and  February, 
1948). 

(2)  Work-week  information.  Several  re- 
porters have  shown  a  7-day  workweek  if  their 
employees  are  on  a  salaried  basis.  Seven-day 
workweek  reports  should  be  examined  to  see 
if  they  are  salaried  reports. 


6.6     NATIONAL  AND  GROUP  RB>ORTERS 


6.6-1 


Establishments  in  Contract  States  Repoff- 
ing  Directly  to  Washington 

Certain  firms  having  establishments  in  vari- 
ous Contract  States  send  their  reports  for  these 
establishments  directly  to  Washington.  These 
are  of  two  types : 

(a)  Companies  which  have  formally  re- 
quested that  all  their  employment  reports  to 
BLS  be  submitted  to  the  Washington  office. 

(b)  Companies  which  have  not  yet  given  the 
Bureau  permission  to  allow  the  Contract  States 
to  coUect  reports  for  establishments  in  those 
States. 

A  list  of  these  firms  is  given  in  figure  6.28. 
Under  no  circumstances  are  these  companies  to 
be  contacted  directly  by  a  State  office  for  sample 
expansion.    Should  a  State  desire  to  add  to  its 


sample  a  report  from  an  establishment  of  one  of 
these  companies,  the  Washington  office  should 
be  requested  to  obtain  the  report.  The  Stato 
offices  will  be  notified  of  additions  to  this  list 
whenever  they  occur. 

6.6-2     Transcripts  of  Data  for  Thos*  Roporls 

The  Washington  office  will  send  the  Contract 
States  transcripts  of  employment,  pay  roll,  and 
man-hour  data  for  establishments  in  the  State 
of  firms  which  report  directly  to  the  Washing- 
ton office.  These  reports  can  then  be  used  in 
the  various  tabulations  prepared  by  the  States 
for  their  own  use  and  for  the  BLS  employment 
estimates.  A  copy  of  the  form  (BLS  ES-6) 
is  shown  in  figure  6.29.  It  will  be  noted  that 
this  is  a  12-month  shuttle  form  and  must  be 
returned  to  the  Washington  office  every  month. 


6.7    MISCELLANEOUS  NOTES  ON  EDITING 


6.7-1     Dupllcafo  Schodufot 

Sometimes  a  firm  may  send  in  two  schedules 
for  the  same  establishment.  This  may  happen 
when  one  or  more  second  request  forms  (see  sec. 
7.3-6  (b) )  have  been  mailed  to  the  company.  If 
two  or  more  schedules  are  received  for  the  same 
establishment,  for  the  same  periods,  the  two  sets 
of  data  should  be  compared.    If  they  are  sig- 


nificantly different  and  no  explanation  is  given 
on  the  schedule,  a  letter  should  be  sent  to  the 
firm  asking  for  an  explanation  of  the  dis- 
crepancy. If  the  data  originally  received  are 
incorrect,  the  necessary  con-ection  forms  (see 
sec.  6.5-12)  should  be  made  out  and  sent  to  the 
Washington  office.  The  correction  should  also 
be  noted  in  the  records  maintained  in  the  State 
office.    The  policy  for  revising  the  State  eati- 
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6^7-1     Dwplicaf*  Scli*dul«t--Continued 
nifttes  lor  corrections  is  outlined  in  section  6, 
volume  II  of  the  Manual. 

When  two  schedules  for  the  same  establish- 
ment have  been  received,  the  data  should  be 
transferred  to  one  schedule  and  the  other  de- 


stroyed. The  schedule  selected  for  further 
mailing  should  be  the  one  which  contains  the 
correct  data,  if  there  is  any  discrepancy  be- 
tween the  two  sets  of  figures.  Otherwise,  the 
schedule  mailed  should  be  the  one  in  the  best 
physical  condition. 


II 


6.8     STORAGE  AND  DISPOSITION  OF  SCHH>ULES 


6.t-1     Sch*dul«s  Not  To  B«  D«ttroy«4i 

Contract  States  should  save  the  completed 
echedules  for  (a)  checking  purposes  at  the  time 
new  benchmarks  are  being  prepared  and  (b)  an- 
swering questions  on  the  State  estimates  which 


may  be  raised  by  the  Washington  office. 
Schedules  should  not  be  destroyed.  If  a  Stale 
agency  can  no  longer  store  them,  they  should 
be  forwarded  with  a  covering  memorandum  to 
Washington. 
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DaU  on  production  and  rdated  workers  should  b«  supplied  for  the  wme  classes  of  employees 
each  month.  All  pay-roll  and  hour  figures  reported  should  relate  to  employees  defined  as  production 
and  related  workers. 


2  and  3.  PERIOD  REPORTED.— Give  the  first  and  last  day  of  the  pay  period  reported. 

S.  NUMBER  OF  PRODUCTION  AND  RELATED  WORKERS— BOTH  SEXES.— Enter 
all  full-  and  part-time  production  and  related  workers  on  your  pay  roll  who  worked  or  received  pay  for 
any  part  of  the  pay  period  reported.  Include  persons  on  paid  sick  leave,  paid  holidays,  and  paid  vaca- 
tions. Exclude  pensioners,  members  of  the  armed  forces,  and  unpaid  family  workers  even  though  th«M 
Buy  be  carried  on  your  active  rolls. 

The  tenn  "production  and  related  workers": 

Inelvdea  working  foremen  and  all  nonsupervisory  workers  (including  leadmen  and 
trainees)  engaged  in  fabricating,  processing,  assembling,  inspection,  receiving,  storage,  han- 
dling, packing,  warehousing,  shipping,  maintenance,  repair,  janitorial,  watchman  services, 
product  development,' auxiliary  prt^luction  for  plant's-ewn  use  (e.  g.,  power  plant),  and  record- 
keeping, and  other  services  closely  associated  with  the  above  production  operations. 

£r;rc(i«fr«  supervisory  employees  (above  the  working  foreman  level),  their  clerical  staffa, 
and  other  group*  of  employees  engaged  in  the  following  activities:  Executive,  purchasing, 
finance,  accounting,  legal,  personnel,  cafeterias,  medical,  professional,  and  technical  activities. 
sales,  sales-delivery,  advertiaing,  credit,  collection,  and  in  installation  and  servicing  of  own 
products,  routine  office  function,  fsctory  supervision  (above  the  working  foreman  level),  route- 
men  and  employees  on  your  pay  roll  engaged  in  new  construction  and  ma>or  additions  or  altera- 
tions to  the  plant  who  are  utilized  as  a  separate  woiic  force  (force  account  construction  workers) . 

CatauB  7.  NUMBER  OF  PRODUCTION  AND  RELATED  WORKERS— WOMEN.— Report  Bai> 

ber  of  women  production  and  related  workers  included  in  column  6. 

Calumn  8.  PAY  ROLL. — Enter  amount  of  pay  earned  during  the  pay  period  by  the  production  and 
related  workers  reported  in  column  6.  Pay  rolls  should  be  reported  before  deductions  for  old-age  aad 
unempkiyment  insurance,  group  insurance,  withholding  tax,  bonds,  and  union  dues  but  after  deductiona 
for  damaged  work.  Include  pay  for  sick  leave,  holidays,  and  vacations  taken  during  pay  period  reported, 
but  exclude  cash  payments  made  for  vacations  not  taken.  Exclude  retroactive  pay  not  earned  during  period 
reported,  value  of  free  rent,  fuel,  other  payment  in  kind  and  bonuses  unless  earned  and  paid  regularly  each 
pay  period. 

Cahonn  9.  HOURS. — Enter  hours  actually  worked  during  the  pay  period  by  the  production  and 
related  workers  reported  in  column  6.  Include  hours  paid  for  sick  leave,  holidays,  and  vacations  taken 
during  pay  period  reported.  If  employees  elect  to  work  during  vacation  period,  report  only  actual  hours 
worked  by  such  employees.    Do  not  convert  overtime  hours  to  straight-time  equivalent  hours. 


It.  ALL  EMPLOYEES— BOTH  SEXES.— Enter  the  total  number  of  employeet  in  this 
•atablishment,  including  production  and  related  workers  as  well  as  those  groups  excluded  from  this  cate- 
gory in  the  instructions  for  column  6.  If  a  quarterly  contribution  report  for  this  establishment  is  made 
to  your  State  unemployment  compensation  agency,  the  emplo}-ment  figures  in  this  column  should  be  idea> 
tical  with  those  which  will  be  reported  on  the  unemptoyment  compensation  report.  If  different,  picaM 
■Ute  differences  in  column  17. 

IL  ALL  EMPLOYEES— WOMEN.— Report  number  of  woaeA  tmjktftm  indudcd  in 


eolumnlO. 

CotoMiia  15  and  Ifi.  NUMBER  OF  DAYS  WORKED.— Enter  in  column  16  the  number  of  days 
(including  paid  holidays)  on  which  the  majority  of  production  and  related  workers  performed  work  or 
for  which  they  received  pay,  during  week  ending  nearest  15th.  When  the  pay  period  reported  ia  longer 
Uutn  1  week,  enter  is  column  16  the  number  of  days  worked  or  paid  for  during  the  pay  period  reported. 

Ceiooui  17.  COMMENTS. — Report  the  chief  reasons  for  changes  in  employment,  pay  roUa,  and 
hours.    These  comments  are  used  in  the  economic  interpretation  of  the  data  compiled  from  these  reports. 


18.  IS.  aad  2S.  GENERAL  WAGE  RATE  CHANGES.— Report  any  tenetal  ii 

in  wage  rates  which  occurred  in  the  establishment  reported  since  last  month's  report. 
20  the  number  of  production  and  related  workers  affected. 
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«..h2!!!th"  Pr?^"«***«  »d^  reUted  worker.  thouM  be  supplied  for  the  nine  eluM*  of  empioy«t 


Cetam.  2  ud  S.  PERIOD  REPORTED.-^ive  the  first  .nd  l«t  day  of  the  w  period  report«l. 


.••'"'''B^OPPRODUCnON  AND  RELATED  WORKERS -Enter  «n  fun- and  ..rt. 
JTr^'Sr^"  *■;'  T'r'  '"''■'"  ""  '**"  '"^  ">"  ""*'  -•"'«'  «^  received  p,y  for  .S  Jrt  oTi.'S 

1^^^!^  •"  '""^  """  ""'*"'  '•""''  ^"'"^  even  though  th«e may  be cameSon 

The  terra  "production  and  reUted  workers": 

Ind^g  workinr  foremen  and  all  nonsuperviwry  worker*  (including  leadmen  and 
fr«ne«)  engaged  m  excavation,  haulage,  hoisting,  ventilation,  drainage.  p^J^TbmSi 
Uon  storage  handling,  warehousing,  shipping,  maintenance,  repair/ janitorUl  watdMM» 
.erv.ce..  product  development,  auxiliary  production  for  planfi  o^uU  J"  g  piwerST 
«.d  record-keep,ng  «.d  other  service,  closely  a«ociated  with  the  above  t^Lmi^  ZS^l 
.n^  fr'*^**  supervisorj-  employee,  (above  the  working  forenun  level),  their  clerical  .taff.. 
and  other  group,  of  employees  engaged  in  the  following  «tivities:  Executive,  purchaSJ 
flnance.  "countrng.  legal,  perwnnel.  cafeterias,  medical,  pwfessional  and  technics?  artwftii 
T^  »*!e»^e''very,  advertising,  credit,  collection,  and  in  routine  office  function,  supervi^ 

ton  and  major  addiUon.  or  alteration,  to  the  plant  who  are  uUlised  a.  a  Mparate  worktop 
(force  aocooni  conatmetion  workers).  «:»«»«  wora  roret 

^  ♦^f^^L^  ^^^  ROLL._Enter  amount  of  pay  earned  during  the  pay -period  by  the  produetioB  and 
reUted  workers  reported  m  column  6.  Pay  rolls  should  be  reported  be^rVd^uctiomT  f^^  S 
unemployment  insurance,  group  insurance,  withholding  tax.  bonds,  and  union  dues  but  after  ded^k^ 
for  explosive  or  other  supplies  furnished  by  the  company.    Include  pay  for  sick  l^veH^SyT^ 

Exclude  retroactive  pay  not  earned  during  period  reported,  value  of  free  rent.  fuel,  other  pwi«t  te 
kind,  and  bonuM.  unless  earned  and  paid  regularly  each  pay  period.  s  »uei.  ouier  payment  ra 

1  »^!^  '■  "OURS.— Enter  hours  actually  worked  during  the  pay  period  by  the  produetion  aai 
reUted  worker,  reported  in  column  6.  Include  hours  paid  for  sick  leav^  h^^^Md  vi^t^Su^ 
dunng  pay  period  reported.  If  employees  elect  to  work  during  vacation  perio^eport  only  act^  Sur^ 
worked  by  such  employees    Do  not  convert  overtime  hour,  to  straight-time  equivalmt  hoiL 

,  K^*^"  /••  ^!:^  EMPLOYEES-BOTH  SEXES-Enter  the  total  number  of  empteyee.  In  thi. 
esUbl»hmcnt.  includmg  production  and  reUted  workers  a.  well  as  lho«j  group,  excluded  frorSiiTcSe! 
goo-  in  the  instructions  for  column  6.  If  a  quarterly  contribution  report  for  thU  establishment  i.  made 
««Tl  tt  t^  unemployment  compen^t,on  agency,  the  employment  figum  in  thU  column  should  be  iden! 
t«:al  with  those  which  will  be  reported  on  the  unemployment  compenaation  report.  If  different.  PtaL 
•Utc  difference,  in  column  17.  ^•™h  i>nvw 


CoiOMIl 

10. 


11. 


ALL  EMPLOYEES-WOMEN._Report  number  of  women  employee,  include!  in  eoi- 


,.    .^^"^  ^^  "«•  »«•  NUMBER  OF  DAYS  WOKKED—Enter  in  column  16  the  number  of  dan 

for  which  they  received  pay.  during  week  ending  nearert  15th.    When  the  pay  period^p«Xd  isTng^r 
than  one  week,  enter  m  column  Ifilhe  number  of  day.  worked  or  paid  for  durinithe  jJ^Z^  ^^ 

OAvmn  17.  COMMENTS.-Report  the  chief  reason,  for  change,  in  employment,  pay  rolU.  «hI 
houia.    These  oonunenU  are  used  in  the  economic  interpretaUoTof  the  daU^pll^fiCuSe 


_^  !«.  1».  «Hl  20.  GENERAL  WAGE  RATE  CHANG ES.-Report  any  general  increaae  or 
ir-T-"  Jr!f  '^'*?  *'»f  "^"""^  «  th«  esUblishment  reported  unee  Uat  month'.  r^porLati 
ta  cohmm  20  the  number  of  production  and  reUted  workers  affected.  ^^ 


I 


I' 


BLSState  Emplofment  Staiittics  Mamail^  Vol,  II 


Mail  1,1948 


Mai.  1,1948 


•.« 


REPORT  ON  EMPLOYMENT  AND  PAY  BtHJ. 

iiUMCirE  Mi  inmiiiais  cml  miiRfi  cMFncmM. 

F%eM$e  ReUim  PnmpUg        •        TAia  h  Oar  AnMntat  OMev  JiMwrf        •        thndlt  Canhillg 


•.!-& 


, 

-SfHr^.; 

_*»wj 

1- 

■a=•,^■  ■ 

JalSx 

ucnwR  w  tfOnNis  cmdm  ■  im  nwr 


I.  Ktwo  or  Coal  Mikcb  . 


(rtaw  NW  t»  «wilf  •!  M^maam  uf  m)ni»J  ain  vatev> 


II.  KnftoTHtHT,  Pat  Eon.  Ain>  Hwna    0Mmm  tnXfiiiit  4»,\»  mt  liwinictioin  on  oth»r  mde.\ 


•I 


m 


M47 


tJ—L.. 


luroSrvD 


JSL 





DO  NOT 


■JBl* 


S^Su*BmlSi 


M. 


S««r«  Arfawtly 
aitoini*aM> 

llaliUr'^    <M   V». 
g«l— ■    w    M 


■ilK»  ar  ltf>  tf  Wak  Nrimx 


(WW  .. 


J!1I_ 


This  form  used  for  the  Industries 
in  SSA  groups  II  and  12. 


DO  NOT 

vn 


iia. 


I 


III.  Dakii  VVoiiki:i>. 


■.■■KM.    la^jlH 


JML 


IM7 

Due.... 
IMS 


A§^— 


Mar. 
'Jim*. 
Jul)'-- 


Cfct— 


I  rraiaMlM 


JlflL 


IV.  C««itain>  AK»  W*as-R*-ri  Cha.mhw. 


JISL. 


<4>*Ut  'tuKan   C^aMM  («>  Ml- 


,,tt# 


«i—iMiiiiiwmiii»it 


Clearance  and  Editing  of  Schedules 


nmmm  •.4 


U.  8.  DE^ARTMCNT  OF  LABOR 

WRCAU  or  UIOM  STATISTICS 

WASHiMaroM  M,  o.  c. 


INSTHUCnONS 


Data  on  production  and  related  workers  shoald  be  supplied  for  the  same  classes  of  employeet 
each  month.  All  pay-roll  and  hour  figures  reported  should  relate  to  employees  defined  as  production 
and  related  workers. 


CttamM  2  ami  3.  PERIOD  REPORTED.-Give  the  first  and  last  day  of  the  pay  period  reported. 

ColDout  <.  NUMBER  OP  PRODUCTION  AND  RELATED  WORKERS.-Enter  all  fuU-  and  part, 
tune  production  and  related  workers  on  your  pay  roll  who  worked  or  received  pay  for  any  part  ofthe 
W  period  reported.  Include  persons  on  paid  sick  leave,  paid  hoMdays.  and  paid  vacations.  Exclude  pen- 
sioners, members  of  the  armed  forces,  and  unpaid  family  workers  even  thoagh  these  may  be  carried  on 
your  active  rolls.  7  -«^  ""ncu  wu 

The  tenn  "production  and  related  workers": 

IfuhuUs  working  foremen  and  aH  nonsupervisory  workers  (including  leadmen  and  traln- 
Ma)ttgaged  in  excavation,  haulage,  hointing.  ventilation,  drainage,  processing    inspection 
■tara«e,  handling,  warehousing,  shipping,  maintenance,  repair,  janitorial,  watchman  services! 
product  development,  auxilianr  production  for  plant's  own  use  (e.  g.,  power  plant)  and  record- 
keeping and  other  ser^•ices  doady  asMciated  with  the  above  production  operations. ' 

Exeludet  supenisory  employees  (above  the  working  foreman  levd),  their  clerical  staffs 
^dother  group*  of  employees  engaged  in  the  following  activities:  Executive,  purchaaiM' 
aanw,  •ecownting.  legal,  personnel,  cafeterias,  medical,  professional  and  technical  activMsT 
Mha.  aaha-delivery.  advertising,  credit  collection,  and  in  routine  office  function,  supervision 
(above  the  working  foreman  level),  and  employees  on  your  pay  roll  engaged  in  new  construc- 
tion and  7>ia;or  additions  or  alterations  to  the  plant  who  are  utilised  as  a  separate  work  force 
(force  account  construction  workers). 

iS.  PAY  ROLL.— Enter  amount  of  pay  earned  during  the  pay  period  by  the  praduction  and 
•-^  reported  in  column  6.    Pay  rolU  should  be  reported  before  deductions  .or  old-age  and 
insurance,  group  insurance,  withholding  tax.  bonds,  and  union  dues  but  after  deductiona 
I  or  other  supplies  furnished  by  the  company.     Incfaide  portal-to-portaJ  pay   pay  for  sick 
•.and  vacaUons  Uken  during  pay  period  reported,  but  exclude  cash  paymenU  made  for 
J  aot  taken.    Exclude  retroacu ve  pay  not  earned  during  period  reported,  value  of  f rw  rant  fuel 
•Umt  p«|riBeBt  in  kind,  and  bonuses  unless  earned  and  paid  regularly  each  pay  period 


-j^—  »•  HOURS.-Enter  hours  actually  worked  during  the  pay  period  by  the  praduction  ami 
reiat«d  workers  reported  in  column  6.  plus  hours  for  which  portal-to-portja  pay  is  received  Include 
hoai»i»aid  for  sick  leave.  hoUdaya,  and  vacations  taken  during  pay  period  reported 


.  w„  u  .^"^  ^  EMPLOYEES-EOTH  SEXES.-Enter  the  total  number  of  employeea  in  thi. 
eatabUshment.  including  production  and  related  workers  as  weU  as  thoM  groups  exdudedfrom  this  cate- 
gory  m  Uie  instructions  for  column  6.  If  a  quarteriy  contribution  report  for  this  establishment  u  made 
to  your  State  unemplojinent  compensation  agency,  the  empioymait  figures  in  thU  cobmn  should  be  i 
ttMl  wtth  those  which  will  be  reported  on  tfa«  unemptoynent  compenaation  report.  If  different, 
itato  differences  m  column  17-  "™h 


cnhimn  10. 


U.  ALL  EMPLOYEES— WOUEN^Report  number  of 


indttdad  ia 


,.  ^1r^  W^^  16.  NUMBER  OF  DAYS  VVORKED.-Enter  in  column  15  the  number  of  day. 
(Induding  paid  holidays)  on  which  the  majority  of  production  and  related  workers  performed  workor 
for  whidi  Uiey  received  pay.  during  week  ending  nearest  15th.  When  the  pi«r  period  reported  i.  longer 
thia  1  week,  enter  in  column  16  the  number  of  days  worked  or  paid  for  during  the  p«y  period  reported 

k«-i'*T^'*  COMMENTS.— Report  the  chief  reasons  for  changes  in  emptoyment,  pay  rolls,  and 
kotua.    ni«e  comments  are  used  in  the  economic  interpretaUon  of  the  daU  compiled  f  n;m  theae  re^ioiti. 


.u,--^--  '  **•  ^*:  '^J^  GENERAL  WAGE  RATE  CHANGES.-Report  any  general  increase  or 
Sf^^S?"  J^  ^  *4'*  "**'"■'■«•  '•»  "»e  establishment  reported  since  last  raoDth-k  raioit  Enter 
toeotamnW  the  number  of  producUon  and  reUted  workers  affected. 
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U.  S  DCPARTMENT  OF  LASOR 
■tmcAu  or  L«tM  (TATItnCt 

WAaMiMOTOx  M.  p.  c 


iNsreucnoNS 


D«t»  on  prodoctioa  and  related  workers  should  be  supplied  for  the  ume  claaaes  of  employeea 
each  month.  AH  pay-roll  and  hour  fiirures  reported  should  relate  to  erapjoyeea  defined  as  production 
and  related  workers. 


2  aad  S.  PERIOD  REPORTED.-«ive  the  first  and  last  day  of  the  pay  period  reported. 

Catan  •,  KDMBER  OF  PRODUCTION  AND  RELATED  WORKERS.— Enter  all  full-  and  paii- 
time  production  and  related  workers  on  your  pay  roll  who  worked  or  received  pay  for  any  part  of  the  pay 
penod  reported.  Include  persons  on  paid  sick  leave,  paid  holidays,  and  paid  vacations.  Exclude  pen- 
sioners, members  of  the  armed  forces,  and  unpaid  family  workers  even  though  these  may  be  carried  on 
your  active  rolls. 

The  terra  "produetfam  and  related  workers": 

IneUuU*  workinc  foremen  and  all  nonsopervisory  workers  (htdudinf  leadmen  and  tiaia- 
eea)  engaged  in  drilling,  Masting,  excavation,  loading,  crushing,  processing,  inspection,  stor- 
age, handling,  warehousing,  shipping,  maintenance,  repair,  janitorial,  watchman  services,  prod- 
uct  development,  auxiliary  production  for  plant's  own  use  (e.  g.,  power  plant) ,  and  record-keep- 
ing and  other  services  ctesely  associated  with  the  above  production  operations. 

Exehtde*  auperviaory  employees  (above  the  working  foreman  levd),  their  clerical  staffs, 
and  other  groups  of  employees  engaged  in  the  following  activities:  Execati\-e,  purchasing, 
finance,  accounting,  legal,  personnel  cafeterias,  medical,  professional,  and  technical  acti\-itica, 
sales,  sales-delivery,  advertising,  credit,  collection,  and  in  routine  office  function,  supervision 
(above  the  working  foreman  level),  and  employees  on  your  pay  roll  engaged  in  new  constme- 
tion  and  major  additions  or  alterations  to  tlie  plant  who  are  utilized  as  a  separate  work  force 
(force  account  construction  workers). 


8.  PAY  ROLL.— Enter  amount  of  pay  earned  during  the  pay  period  by  the  production  and 
related  workers  reported  in  column  6.  Pay  rolls  should  be  reported  before  deductions  for  old-age  and 
memployment  insurance,  group  insurance,  withholding  tax,  bonds,  and  union  dues,  but  after  deducUona 
for  explosives  or  other  supplies  furnished  by  the  company.  Include  pay  for  sick  leave,  holidays,  and 
vacations  Uken  during  pay  period  reported,  but  exclude  cash  paymenU  made  for  vacations  not  taken. 
Exclude  retroactive  pay  not  earned  during  period  reported,  value  of  free  rent.  fuel.  oUier  pa>-ment  in  kind! 
•nd  bonuses  unless  earned  and  paid  regularly  each  pay  period. 

Okinn  9.  HOURS.— Enter  hours  actually  worked  during  the  pay  period  by  the  production  and 
related  workers  reported  in  column  6.  Include  hours  paid  for  sick  leave,  holidays,  and  vacations  taken 
during  pay  period  reported.  If  employees  elect  to  work  during  vacation  period,  report  only  actual  hours 
worked  by  such  employees.    Do  not  convert  overtime  hours  to  straight^iree  wuivalent  hours. 

(Mmm  IS.  ALL  EMPLOYEES-BOTH  SEXES— Enter  the  total  number  of  employees  in  thU 
•ttabliahmant,  including  production  and  related  workers  as  well  aa  those  groups  excluded  from  this 
category  in  the  initruttiona  for  column  6.  If  a  quarterly  contribution  report  for  this  eitablishment  u 
made  to  your  State  unemployment  compensation  agency,  the  employment  tigures  in  thU  column  should 
be  idenUcal  with  those  which  will  be  rcpurted  on  the  unemplo)incnt  compensation  report.  If  different 
please  state  differences  in  column  17. 

Cehnu  IL  ALL  BMPU)YEES-W01IEN.-Rep«rt  number  of  women  em|A>yMs  iaduded  ia 
column  10. 


»5  i»*  »«■  NUMBER  OF  DAYS  WORKED.-Enter  in  column  15  the  number  of  days 

(iachiding  paid  holidays)  on  which  the  majority  of  production  and  related  workers  performed  work  or 
for  which  thz-y  received  pay,  during  week  ending  nearest  15th.  When  the  pay  period  reported  is  longer 
Uun  one  week,  enter  in  coiumn  16  the  number  of  days  worked  or  paid  for  during  the  pay  period  reported. 


17.  CX»ai£NT& — Report  the  chief  reaaons  for  changM  in  empfeyment,  pay  rolls,  and 
Mua.    Ileae  oommenta  are  used  in  the  economic  interpretation  of  the  data  compiled  from  these  reporta. 


18,  19,  and  20.  GENERAL  WAGE  RATE  CHANGES.— Report  any  gnieral  increase  or 
ia  wage  rates  which  occurred  in  the  establishment  reported  since  last  month's  report.    Enter  ia 
20  tha  number  of  production  arid  related  workers  affected. 
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msntucnoNS 


Data  on  production  and  related  workers  ahonld  be  supplied  for  the  same  classes  of  emplojreea 
each  month.  All  pay-roll  and  hour  figures  reported  should  relate  to  employees  defined  as  prodnctioa 
and  related  workers. 


Cahnuis  2  and  3.  PERIOD  REPORTED.— Give  the  first  and  last  day  of  the  pay  period  repotted. 

CohtBSB  t.  NUMBER  OF  PRODUCTION  AND  RELATED  WORKERS.— Enter  all  full-  and  pwt- 
time  production  and  related  workers  on  your  pay  roll  who  worked  or  received  pay  for  any  part  of  the  pay 
period  reported.  Include  persons  on  paid  sick  leave,  paid  holidays,  and  paid  vacations.  Ezdnde  j 
ers,  members  of  the  armed  forces,  and  unpaid  family  workers  even  though  these  may  be  carried  oa  ] 
active  rolla. 

The  term  "production  and  related  workers": 

In^uie*  working  foremen  and  all  nonsupervisory  workers  (including  leadmen  and  traia- 
MS)  engaged  in  flow-control,  pumping,  cleaning,  processing,  inspection,  storage,  handling,  ship- 
ping, maintenance,  repairs,  janitorial,  watchman  services,  product  development,  auxiliary 
production  for  plant's  own  use  (e.  g.,  power  plant),  clerical  field  force  working  on  the  producing 
property,  and  record-keeping  and  other  services  closely  associated  with  the  above  productiaa 
operattona. 

Exdrnde*  riggers  and  drillers,  snperviaery  amptoyees  (above  the  wotting  fonBHB  lesd), 
their  clerical  staffs,  and  other  groups  of  employees  engaged  in  the  folkiwing  activities:  Esaeo- 
tive,  purchasing,  finance,  accounting,  legal,  personnel,  cafeterias,  medical,  profewiooal  and  tech- 
nical  activities,  salsa,  salsa  delivery,  advertising,  «^it,  collection,  and  in  routine  ofliee  func- 
tion, supervision  (abo««  the  working  foreman  level) ,  and  empfeyees  on  your  pay  roll  engaged  in 
new  construction  and  major  additions  or  alterations  to  the  plant  who  are  utilized  as  a  acparata 
work  force  (force  account  construction  workers) . 


1  8.  PAY  ROLL. — ^Enter  amount  of  pay  earned  during  the  pay  period  by  the  produetioa  and 
rdated  workers  reported  in  column  6.  Pay  rolls  should  be  reported  before  deductions  for  ohi-age  and 
uemployment  insurance,  group  insurance,  withholding  tax,  bonds,  and  union  dues,  but  after  dedactiona 
for  explosives  or  other  supplies  furnished  by  the  company.  Include  pay  for  sick  leave,  holidays,  and 
vacations  taken  during  pay  period  reported,  but  exclude  cash  payments  made  for  vaeatioiks  not  taken. 
Exclude  retroactive  pay  not  earned  during  period  reported,  value  of  tnt  rsnt,  fuel,  other  pajmcat  in 
kind,  and  bonuses  unless  earned  and  paid  regularly  each  pay  period. 

CoiaBsn  9.  HOURS.— Enter  hours  actually  worked  daring  the  pay  period  by  the  prodnettoa  and 
related  workers  reported  in  column  6.  Include  hours  paid  for  sick  leave,  holidays,  and  vacations  taken 
during  pay  period  reported.  If  emptoyeea  elect  to  work  during  vacation  period,  report  only  actual  ho^ua 
worked  by  such  employees.   Do  not  convot  overtime  hours  to  straight-time  equivalent  hous. 

Cahuan  10.  ALL  EMPLOYEES— BOTH  SEXES.— Enter  the  total  number  of  onpioyees  in  this 
eatablishment,  including  production  and  related  workersas  well  as  those  groups  excluded  from  this  cate- 
gory in  the  instructions  for  column  6.  If  a  quarterly  contribution  report  for  thia  establishment  is  made 
to  your  State  unemployment  compensation  agency,  the  em^doyment  figures  in  this  column  should  be  iden- 
tical with  those  which  will  be  reported  on  the  unemployment  compensation  report  If  different, 
state  differencea  in  column  17.' 

Calaaa   IL  ALL  EMPLOYEES— WOMEN.— Report  number  of  womot  empioyeea 
column  10. 

Cataans  15  and  IS.  NUMBER  OF  DAYS  WORKED.— Enter  in  cohmtn  IS  Uie  number  of  daya 
(including  paid  holidays)  on  which  the  majority  of  production  and  related  workers  performed  work  or 
for  which  they  received  pay,  during  week  ending  nearest  15th.  When  the  pay  period  reported  ia  kmger 
than  1  week,  enter  in  column  16  the  number  of  days  worked  or  paid  for  during  the  pay  period  reported. 


17.  COMMENTS.- Report  the  chief  reasons  for  changes  in  employment,  pay  rolk,  and 
houra.   Theae  commenta  are  used  in  the  economic  interpretation  of  the  data  compfled  from  thcae  npvAa, 

Cohmins  18,  19,  and  20.  GENERAL  WAGE  RATE  CHANGES.— Report  any  general  increase  or 
decrease  in  wage  rates  which  occurred  in  the  establishment  reported  since  last  month's  report  Entar 
in  column  20  the  number  of  production  and  related  workers  affected. 
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Clearance  and  Editing  of  Schedules 


ncMw  «.r 


U.  &  MrARTMENT  OT  UKM 

MMMI  or  UMM  ITATItTICS 

WMNMMTON  M,  B.  C 


INSTRUCTIONS 


D«U  on  noMup«nUory  employees  and  working  cuperviiora  should  be  supplied  for  the  -, rr 

classes  of  employees  each  month.    All  pay-i-oll  and  hour  flgui-es  reported  shook!  relate  to  employvcs 
defined  as  nonsiipervisoi?  employees  and  working  supenisors. 


CduRiis  2  and  3.  PERIOD  REPORTED.— Give  the  fli-st  and  last  day  of  the  pay  period  reported. 

C«hun»  «.  NUJIBER  OF  NONSUPERVISORY  EMPLOYEES  AND  WORKING  SUPER- 
VISORS.—Enter  all  full-  and  part-time  nonsupervisory  employees  and  working  supervisors  on  your  pay 
roll  who  worked  or  received  pay  for  any  part  of  the  pay  period.  Include  persons  on  paid  sick  leave,  paid 
holidays,  and  paid  vacations.  Exclude  pensioners,  members  of  the  armed  forces,  and  unpaid  family  work- 
ers, even  though  these  may  be  carried  on  your  active  rolls. 

The  term  "nonsupervisory  empk>yees  and  working  supervisors": 

Indutles  (for  deetrie  light  and  pOKer,  manufaetHred  or  natunU  go*  eoaipame*)  employcaa 
(not  above  the  working  supervisory  level)  such  as  line  and  cablemen,  mainUnance  and  rapair 
men,  power  dispatchers,  electricians,  meter  readers,  gas-producer  men,  laborers,  general  olBce 
clerks,  office-machine  operators,  janitors  an.1  watchmen,  and  other  employees  whose  services  are 
ckMely  associated  with  those  of  employees  listed  above. 

(for  itreet  railna}/  and  niotorbuM  eompaniet)  employees  (not  above  the  working  supervi^ 
ory  level)  such  as  motormen,  conductors,  drivers,  dispatchers,  switchmen,  ticket  agents,  maii^ 
tenance  and  repair  men,  laborers,  general  office  clerks,  office-machine  operators,  janitors  and 
watchmen,  and  other  empkiyees  whose  services  are  closely  associated  with  those  of  empioyeM 
listed  above. 

(for  telephone  nnd  tefegraph  eompaniet)  employees  (not  above  the  working  superviaorr 
level)  such  as  linemen,  maintenance  and  repair  men,  operators,  general  office  clerks,  office-m*> 
chine  operators.  Janitors  and  watchmen,  and  other  employees  whose  services  are  ckMely  —vt- 
ciated  with  those  of  employees  listed  above. 

EzcjHdes  proprietors,  finn  members,  officers  of  corporations,  and  other  principal  executives 
Mch  as  managers.  superintendenU,  and  heads  of  departments  whose  work  is  above  the  *orkiM 
supervisory  level.  ^^ 


1  &.  PAY  ROLL— Enter  amount  of  pay  earned  during  the  pay  period  by  the  nonsupervisory 
^  ,  -  JW>  working  supervisors  reported  in  column  6.  Pay  rolU  should  be  reported  before  dedue- 
Uons  for  old-age  and  unemployment  insurance,  gioup  insursnce.  withholding  tax.  bonds,  and  union  duet. 
Include  pay  for  sick  leave,  holidays,  and  vacations  taken  during  pay  period  reported,  but  exclude  caab 
p^enU  made  for  vacations  not  taken.  Exclude  retroactive  pay  not  earned  during  periods  reportad. 
value  of  free  rent,  fuel,  other  paj-ments  in  kind,  and  bonuses  unless  earned  and  paid  regularly  each  piv 


t.  HOURS.-Enter  hours  aetnaHy  worked  during  the  pay  period  by  the  nonsupervisory 
employees  and  working  supervisors  reported  in  column  «.    Include  hours  paid  for  sick  leave  holidayii 
and  vacations  taken  during  pay  period  reported.    If  employees  elect  to  work  during  vacation  period 
report  only  actual  hours  worked  by  such  empteyees.    Do  not  convert  overtime  hours  to  atraiirht-tinie 
equivalent  hours.  ^ 

(Tolumn  10.  .ALL  EMPLOYEES-BOTH  SEXES.-Enter  the  toUl  number  of  employees  in  thU 
establiriimcnt.  induduig  nonsupenisoi-y  workers  and  working  supervisors  as  well  as  those  groups  ex- 
cluded from  tins  categoi-y  in  the  instruction  for  column  «  except  proprietors  and  firm  members  If  s 
quarterly  contribution  report  for  thU  establUhment  is  made  to  your  State  unemplo>-ment  compensaUoB 
agency,  the  employmeiit  figures  in  this  column  should  be  identical  with  those  which  will  be  reoorted  on 
the  unemploj-ment  compensation  report.    If  different,  please  state  differences  in  column  17. 

Cshimii  n.  ALL  EMPLOYEES-WOMEN.-Report  number  of  women  empk>yees  indudsd  la 
ooiiinui  10. 


n  ?^r^  \\^.  **:  ^^^^  S^  DAYS  WORKED.-Enter  in  column  15  the  number  of  days 
(including  paid  holidays)  on  which  the  majority  of  nonsupci-visory  employees  and  working  supervisors 
performed  work  or  for  which  they  i-eceived  pay.  during  week  ending  nearest  15th.  WTien  the  pay  period 
reported  is  longer  than  one  week,  enter  in  column  16  the  number  of  days  worked  or  paid  for  duriw  the 
pay  period  reported. 


n.  COMMEKTS.-Report  the  chief  reasons  for  changes  in  empteyment.  pay  ix>lis.  and 
These  eommenU  si  e  used  in  the  economic  interpretation  of  the  daU  compiled  from  these  reports. 

Colsmns  18.  19  and  20.  GENERAL  WAGE  RATE  CHANGES.-Report  any  general  increase  or 
duresse  in  wage  rates  which  occuned  in  the  establishment  reported  since  last  month'  report.  Enter  in 
column  20  the  number  of  nonsupervisory  employees  and  woricing  supervisors  affected 
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Clearance  and  Editing  of  Schedules 
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■.  U  •.  IU4 

U.  S.  DEPARTMCNT  OF  LABOR 

nmuu  or  lawm  statistics 

WAaMm«TON  «.  D.  c. 


msTRUcnoNS 


DaU  on  noMupervisory  employees  and  workinir  supervisors  should  be  supplied  for  the  — ». 
dMMs  of  employees  esch  month.  AU  pay-roll  and  hour  figures  reported  should  relate  to  employee 
oemied  as  nonsupervisory  employees  and  working  supervisors. 


CataMw  2  airf  3.  PERIOD  REl-ORTED—Cive  the  first  and  last  day  ot  the  pay  period  repotted. 

CotamB  «.  NUMBER  OF  NONSUPERVISORY  EMPLOYEES  AND  WORKING  SUPERVIS- 
ORS.—Enter  all  full-  and  part-time  nonsupervisory  employees  and  working  supervisors  on  your  pw 
ron  who  worked  or  received  pay  for  any  part  of  the  pay  period.  Include  persons  on  paid  sick  !««««. 
paid  holidays,  and  paid  vacations.  Exclude  pensioners,  members  of  the  ann«d  fof«ea,  and  unpaid  family 
workers,  even  though  these  may  be  carried  on  your  active  rolls. 

The  term  "nonsupervisory  empk>yees  and  working  supervisonf :  * 

Inelwtet  employees  (not  above  the  working  supervisory  level)  such  as  insurance,  brokerage 
and  commission  salesmen,  investment  and  security  advisors,  insurance  and  security  clerka, 
board  boys,  general  office  clerks,  office-machine  operators  and  other  empkiyees,  whow  werriem 
are  dosely  associated  with  those  of  employees  listed  above. 

Excludes  proprietors,  firm  members,  officers  of  corporation  and  other  principal  tiemUm 
■uch  as  manager*,  and  heads  of  departmenU  whose  work  is  above  the  working  superviaoiyl 


^  Olmma  8.  PAY  ROLL. — Enter  amount  of  pay  earned  during  the  pay  period  by  the  nonsnpeiviMty 
«nployees  and  working  supervisors  reported  in  column  6.  Pay  rclls  should  be  reported  before  dedw> 
tions  for  old-age  and  unemplo>-ment  insurance,  group  insurance,  withholding  tax,  bonds,  and  onioa  daea. 
Include  pay  for  sick  leave,  holidays,  and  vacations  Uken  during  pay  period  reported,  but  excludecMh  pfy. 
ments  made  for  vacations  not  taken.  Exclude  retroacUve  pay  not  earned  during  period  reportad,  vatao 
of  fPee  rent,  fuel,  other  payments  in  kindi  and  bonuses  unless  earned  and  paid  regulariy  each  paj  period. 

Cotumns  8A.  8B,  and  8C  COMMISSIONS  OF  NONSUPERVISORY  EMPLOYEES  AND  WORK- 
ING SUPERVISORS.— Enter  commissions  paid  to  nonsupervisory  employe«s.and  working  supervisors 
reported  in  column  6.  If  commissions  are  paid  regularly  (monthly  or  oftener).  enter  in  column  8A  the 
amount  of  commissions  earned  during  a  period  as  close  to  the  pay  period  reported  as  possible,  and  in 
columns  8B  and  8C  the  first  and  last  days  of  the  period  during  which  the  commissions  were  earned.  If 
commissions  are  not  paid  regularly,  enter  the  total  commissions  paid  since  the  last  report,  and  the  first 
and  last  days  of  the  period  during  which  they  were  earned. 

CohuM  10.  ALL  EMPLOYEES-BOTH  SEXES^Enter  the  total  number  of  empk>yeea  in  tUa 
establishment,  including  nonsupervisory  workers  and  working  supervisors  as  well  as  those  group*  ex- 
cluded from  this  category  in  the  instruOion  for  column  6  except  proprietors  and  firm  membera.  If  a 
quarterly  contribution  report  for  this  establishment  is  made  to  your  SUte  unemployment  compenaatifla 
agency,  the  employment  figures  in  this  column  should  be  identical  with  those  which  wiU  be  reported  on 
the  unemployment  compensation  report    If  different,  please  state  differences  in  column  17. 

Catau  IL  ALL  EMPLOYEES-WOMEN.— Report  number  of  women  employees  indnded  in 
column  10. 

Cohimns  15  and  16.  NUMBER  OF  DAYS  WORKED.— Enter  in  column  15  the  number  of  d^a 
(including  paid  holidays)  on  which  the  majority  of  nonsupervisory  employees  and  working  auparvte- 
ora  performed  work  or'for  whiph  they  received  pay,  during  week  ending  nearest  16th.  When  the  ■» 
period  reported  is  longer  than  1  week,  enter  in  column  16  the  number  of  days  worited  or  paid  for  durinc 
the  pay  period  reported. 

Column  17.  (X>MMENTS.— Report  the  chief  reasons  for  changea  in  employment,  pay  roiK,  and 
hours.    These  commenU  are  uaed  in  the  economic  interpreUUon  of  the  daU  compiled  from  these  leporta. 

Colnmna  18.  19,  and  20.  GENERAL  WAGE  RATE  CHANGES.-Report  any  general  increase  or 
decrease  in  wage  rates  which  occurred  in  the  establishment  reported  since  last  month-s  report.  Enter 
m  column  20  the  number  of  nonsupervisory  employees  and  working  supervisors  affected. 
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li.  S.  OerARTMENT  OF  LABOR 
wmua  OP  uaoa  statistics 

WAaHMOTOM  M.  O.  C. 


msTRUcnoNS 


Data  on  iwnsuperviaory  empIoy««s  and  working  gupen-isors  should  be  supplied  for  the  same 
elaaaes  of  employees  each  month.  All  pay-roll  and  hwr  figures  reported  should  relate  to  empioyeea 
defined  as  nonsupervisory  employees  and  working  supervisors. 


twUZ.  PERIOD  REPORTED.-<;ive  the  first  and  last  day  of  the  pv  period  repofttC 

Cohnu  6.  NUMBER  OF  NONSUPERVISORY  EMPLOYEES  AND  WORKING  SUPERVIS- 
ORS.—Enter  all  full-  and  part-time  nonsupervisory  employees  and  working  supervisors  on  your  pay  roll 
who  worked  or  received  pay  for  any  part  of  the  pay  period.  Include  persons  on  paid  sick  leave,  paid  holi- 
days, and  paid  vacations.  Exclude  pensioners,  members  of  the  armed  forces,  and  unpaid  family  woi*- 
en,  even  though  these  may  be  carried  on  your  active  rolls. 

The  term  "nonsupervisory  employees  and  working  supervisora": 

Fneludet  employees  (not  above  the  working  supervdsory  level)  such  as  receiving  and  room 
clerks,  bellboys,  doormen,  valets,  maids,  housemen,  chefs  and  cooks,  kitehen  workers,  waiter* 
and  waitntMs,  bartenders,  countermen,  bus  boys,  dishwashers,  office  clerks,  and  other  cnploy- 
eea  wImm  aervices  are  closely  associated  with  those  of  employees  listed  above. 

Bxeludts  proprietors,  fimi  members,  officers  of  corporations,  and  other  principal  tx»euttwm 
such  as  managers,  niperintendeota,  and  heads  of  depaitmenU  whoae  work  it  above  the  wotMm 
■opervisory  level.  ^^ 


8.  PAY  ROLL.— Enter  amount  of  pay  earned  during  the  pay  period  by  the  nonsuperviaoty 
employee*  and  working  supervisors  reported  in  column  6.  Pay  rolls  should  be  reported  before  dedno- 
tions  for  old-age  and  unemployment  insurance,  group  insurance,  withhoWing  tax.  bonds,  and  union  dues. 
Include  pay  for  sick  leave,  holidays,  and  vacations  taken  during  pay  period  reported,  but  exclude  cash 
paymenU  made  for  vacations  not  taken.  Exclude  retroactive  pay  not  earned  during  periods  reported, 
^ue  of  free  rent.  fuel,  other  paymenU  in  kind,  and  bonuses  unless  earned  and  paid  regularly  each  pay 
ptffiod. 


I  9.  HOURS.— Enter  hours  actually  worked  daring  the  pay  period  by  tiie  nonsuperviaacr 
I  and  working  super\iaors  reported  in  column  6.  Include  hours  paid  for  sick  leave,  holidan 
and  vacations  taken  during  pay  period  reported.  If  employees  elect  to  work  during  vacation  period, 
report  only  actual  hours  worked  by  soch  empbyees.  Do  not  convert  overtime  hour*  to  straicht-time' 
•qoivalcnt  hours. 

Cohimn  10.  ALL  EMPLOYEES-BOTH  SEXES.— Entw  the  total  number  of  cmployeM  in  thia 
e*tablishment.  including  nonsuperN-isory  workers  and  working  supervisors  as  well  as  thoae  groups 
excluded  from  this  category  in  the  instruction  for  column  6  except  proprietor*  and  firm  members.  If  n 
quarteriy  contribution  report  for  IhU  establishment  is  made  to  your  SUte  unemployment  oompeaaatioa 
agency,  the  employment  figurai  in  tkU  column  should  be  identical  with  those  which  wiU  be  reportad  «■ 
the  nnempteyment  compensation  report    If  different,  please  sUte  differences  in  column  17, 

IL  ALL  EMPM)YEES-WOMEN.-Report  number  of  women  cmptoyee.  iDclmiid  i» 


I  15  and  16.  NUMBER  OF  DAYS  WORKED—EnUr  in  column  15  the  number  of  dm 
(including  paid  holidays)  on  which  the  majority  of  nonsupervisory  empioyeea  and  working  supervinn 
performed  work  or  for  which  they  received  pay,  during  week  ending  nearest  15th.  When  the  pay  parted 
reported  is  longer  than  1  wedi.  enter  in  oohmm  16  the  number  of  days  worked  or  paid  for  during  the  paj 
period  reported.  ^^ 


Imnub. 


*'•  COMMENTS. — Report  the  chief  reasons  for  change*  in  eropk>)-ment,  pay  rolls,  and 
Theae  commenU  are  used  in  the  eoooomic  interpretation  of  the  data  compiled  tnm 


(Mmum  18.  19,  and  M.  GENERAL  WAGE  RATE  CHANGES.-Report  any  general  iiienMe  or 
deeresM  in  wage  rates  whldi  occurred  in  the  establishment  reported  since  last  month'a  report  Enter 
■  eolumn  20  the  number  of  nonaapervisorr  emplorees  sad  workinc  snperviaor*  affected. 
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U.  S   DEPARTMENT  Or  UBOR 
■l«EAU  or  UMOII  STATISTICS 
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ri6(HK  •.10 


msTRUcnoNS 


Data  on  production  and  related  workers  should  be  supplied  for  the  same  claases  of  employees 
each  month.  All  pay-roll  and  hour  fiirures  reported  should  relate  to  employees  defined  as  production 
and  related  workers. 


S  Mrf  I.  PERIOD  REFORTEDv— Giv«  the  first  and  laat  day  of  the  pay  period  rqiorted. 

Coiom  «.  NITMBER  OF  PRODUCTION  AND  RELATED  WORKERS.— Enter  all  fuU-  and  part- 
time  production  and  related  workers  on  your  pay  roll  who  worked  or  received  pay  for  any  part  of  the  pajr 
period  reported.  Include  persons  on  paid  sick  leave,  paid  holidays,  and  paid  vacations.  Exclude  pen- 
sioners, members  of  the  armed  forces,  and  unpaid  family  workers  even  though  these  may  be  carried  oa 
yonr  active  rolls. 

The  term  "production  and  related  workers": 

Includes  working  foremen  and  all  nonsupervisory  workers  (including  leadmen  and  trai>« 
ees)  engaged  at  the  plant  in  receiving  and  marking,  processing,  finishing,  inspection,  sorting, 
wrapping,  shipping,  maintenance,  repair,  janitorial,  watchman  services,  and  record-keepinf  aod 
other  aervicea  ckxdy  associated  with  the  above  production  operations. 

Exetttde*  employees  in  retail  outlets,  supervisory  emplojrees  (above  the  working  foremaa 
level),  their  clerical  staffs,  routemen,  and  other  groups  of  employees  engaged  in  the  foUowiag 
activities:  Executive,  purchasing,  finance,  accounting,  legal,  personnel,  cafeterias,  medical,  pro- 
fessional,  and  technical  activities,  sales,  sales-delivery,  advertising,  credit,  collection,  and  ia 
installation  and  servicing  of  own  products,  routine  office  function,  supervision  (above  the  worl^ 
ing  foreman  le\'el ) ,  and  employees  on  your  pay  roil  engaged  in  new  construction  and  major  addi- 
tions  or  alterations  to  the  plant  who  are  utilized  as  a  separate  work  force  (force  account  i 
struct  ion  workers). 


I  8.  PAY  ROLL. — Enter  amount  of  pay  earned  during  the  pay  period  by  the  production  and 
lelated  workers  reported  in  column  6.  Pay  rolls  should  be  reported  before  deductions  for  old-age  and 
nnemployroent  insurance,  group  insurance,  withholding  tax,  bonds,  and  union  dues  but  after  deductions 
for  damaged  work.  Include  pay  for  sick  leave,  holidays,  and  vacations  taken  during  pay  period  reported, 
but  exclude  cash  pajinents  made  for  vacations  not  taken.  Exclude  retroactive  pay  not  earned  during 
period  reported,  value  of  free  rent,  fuel,  other  payment  in  kind,  and  bonuses  unlesa  earned  and  paid 
regularly  each  pay  period. 

Cataain  9.  HOURS. — Enter  houn  actnaDjr  worked  during  the  pay  period  by  the  preductioa  aad 
rdated  workers  reported  in  colomn  6.  Include  houra  paid  for  sick  leave,  holidays,  and  vacations  takes 
during  pay  period  reported.  If  employees  elect  to  work  daring  vacation  period,  report  only  actual 
hoHTS  worked  by  such  employees.    Do  not  convert  overtime  hoars  to  straight-time  equivalent  houra. 


Cehrnui  10.  ALL  EMPLOYEES— BOTH  SEXES^-Enter  the  total  number  of  eavlaowea  in  this 
eatabliahment,  including  production  and  related  workersas  well  as  those  groups  excluded  fk«ai  (his  cate- 
gory in  the  inatructions  for  column  6.  If  a  quarterly  contribution  report  for  this  eetabUahment  is  made 
to  your  State  unemployment  compensation  agency,  the  employment  f^res  in  this  column  should  be  ideiH 
tical  with  those  which  will  be  reported  on  the  unemployment  compensation  report  If  different,  ] 
State  differences  in  column  17. 


rihww   IL  ALL  EMPLOYEES-WOllEN^Report  number  of 
colnmBlO. 


women  employees  indoded  ia 


15  and  IC  NUMBER  OP  DAYS  WORKED.— Enter  in  column  15  the  number  of  days 
(iaehidiBC  paid  holidays)  on  which  the  majority  of  production  and  related  workers  performed  work  or 
for  which  ttiey  received  pay,  during  week  ending  nearest  15th.  When  the  pay  period  reported  is  longer 
than  1  week,  enter  in  column  16  the  number  of  days  worked  or  paid  for  during  the  pay  period  reported. 


17.  COMMENTS. — Report  the  chief  reasona  for  changea  in  employment,  pay  rotia,  and 
hann.   These  comments  are  used  in  the  economic  interpretation  of  the  data  compiled  from  these  reports. 


18,  19.  and  20.  GENERAL  WAGE  RATE  CHANGES.— Report  any  Increase  or  decrease 
in  wage  rates  which  occurred  in  the  establishment  reported  since  last  month's  report.  Enter  in  oolama 
M  the  umber  of  production  sad  rdated  workers  affected. 


ll 


" 


^ 


• 


BLSSttOe  Employmmi  StoHtHct  Mmudl,  Vol.  II 


Mas.  1, 1948 


Mab.  1,1948 


Clearance  and  Editing  of  Schedules 


•ji 


W  EMnonOENT  AND  PAY  WMX 
Ail  A  Omr  Hmmmemt  Of/he  Ret»ri 


BmitdU  Carefkllg 


m 


ti>i> 


-g;^.-.-,-- 

•TT- 

-~rw-" 

_.>ir«*^ 

gj!^ 

r 

1 
J 

uurm  «f  aiuusKOfn  tanm  m  vm  wbub 

••kHMlM                 (CM                 (bM»                 «|M4 

L 

— 

t ::::: 1 

I.  tan  or  Rrail  Tkam  . 


U.  ^mnmumm.  Pat  Kou,  ai»  Howa    (B«faw  wttiriM  <■!■  ■»  iMlnKitwM  on  othtr  gid«.) 


Apt- 


Mr. 


ii 

I  .  iipifir 

Ii 


OM. 


IT  nmiOTTM  AMB  WWin>0  •VMBTIMM 


r.B. 


Tkit  form  ut«d  for  ttM  following 
SSA  group*: 

Se  (Rolail  otlobUthintnlB) 

53 

54 

55 

56 

57 

58 

59 


iifi. 


IMT 
0«_ 


iif 


OXl. 


#4) 


ttm^Ontm 


5r!K 


in.i>AiBW« 


a5%i'ss 


® 


DO  NOT 


>  AND  WaOS-RaTI  CiaNQ 


^S^^!g^p3S 


jia. 


«ivfi*hiMir« 


■*«?«■ 


JS: 


■lar 


xsss 


•tffaaaaaMWnt^ 


92 


FIMRI  Cll 
MCK 


B.  I.,  a.  7M 

U.  S.  DCPAPITMENT  OF  UBOR 

MIMAU  or  UWM  STATISTIC* 

WAaHINSTON  n,  O.  c. 


iNsmtucnoNs 


M.«£'i^  ""  nonsuptrvisory  employees  and  working  supervisor,  should  be  supplied  for  the  same 
el^  of  en,ployee.  each  month.  All  pay-roll  and  hour  figuns  reported  should  relate  to  «nl^ 
defined  at  nonsupervisory  employees  and  working  supervisors.  employees 


Cohtmns  2  «hI  3.  PERIOD  REPORTED.-Cive  the  first  and  last  day  of  the  pay  period  «ported. 

ORS*^"Slril  fuTr„?™2^.  NONSUPERVISORY  EMPLOYEES  AND  WORKING  SUPERVIS- 
ORS—Enter  all  ful  -  and  part-time  nonsuperv,«)ry  employees  and  working  supervisor,  on  your  nay  roU 
who  worked  or  received  pay  for  any  part  of  the  pay  period.  Include  persons  on  S^ckZ^^,^ 
hohd^rs.  and  paid  vacations.  Exclude  pensioners,  members  of  the  armed  fon*s  and  „npSd  fa^S 
workers,  even  though  these  may  be  carried  on  your  active  rolls.  "^  ^ 

The  term  "nonsuper\-isory  employees  and  working  supervisors": 

Inrludes  employees  (not  above  the  working  supervisory  level)  goch  as  salespersons,  ship. 

•""f  Z    '^'T"'  "*""•  ''r"  *'"■'*  '^""*""  "^^  '^'^''  <»^machine  operatoTdriS« 
nsUllation  and  repairmen  demonstrators,  alteration  hands,  elevator  operatom.  portirs  ianil 

i^y"^''Hlt*Irrh;,v'r  ^'"°'"*'  ^'^'''^  '*'^'''*'  '"^  '^^^  •«ociated  w?th  t^  of 

£:z<;/««fe»  proprietors,  firm  members,  offlcersof  corporations,  and  other  principal  executive. 
Mch  a.  buyers  department  heads,  superintendent^  «kJ  chain-stor*  m«n.i«.  l^  woJkll 
above  the  working  supervisory  level.  ^^    °™  '" 

Cdww  g^  PAY  ROLL.-Enter  amount  of  pay  earned  during  the  pay  period  by  the  nonsupervisory 
employees  and  working  super^•.sors  reported  in  column  6.  Pay  rolls  should  be  reported  before  ded^l^ 
for  old-age  and  unemployment  insurance,  group  insurance,  withholding  Ux.  bonds,  and  union  duaTT 
'^tJ^'  '°7f  leave,  holidays,  and  vacations  taken  during  pay  period  reported,  but  exdu^  cash 
payment,  made  for  vacations  not  taken.  Exclude  retn>active  pay  not  earned  during  perk^  rewS 
value  of  free  rent.  fuel,  other  paymenU  in  ki«J.  tra**ling  and  other  expe.se.  of  sateLTn  and  b^n^ 
unleM  earned  and  paid  regularly  each  pay  period.  ^^        •««iiwn.  ana  oonoaea 

INO^i'^VISORS  'Fn,^-r^°"'"^^''''^'l*^''  NONSLPERVISORY  EMPLOYEES  AND  WORK. 
INO  SUPER\  ISORS.-Enter  commissions  paid  to  nonsupervisory  employee,  and  working  .npervi*,,. 
reported  in  column  6.  If  commissions  are  paid  regularly  (monthly  or  oftener).  enter  in  cSumn  SAtte 
amount  of  commissions  earned  during  a  period  as  close  to  the  pay  period  reported  as  oossible  InH  in 
columns  8B  and  8C.  the  first  and  last  days  of  the  period  during  XVthe  commSo "  ^et-'n^  ? 
commission,  are  not  paid  regularly,  enter  the  total  commission,  paid  since  the  last  i^ort  ..^  ttTfi^ 
and  last  days  of  the  period  during  which  they  wer»  earned.  ""«"««"«  report,  and  the  fir«t 

,*^"™'  '•  HOURS.-Enter  hours  actually  worked  during  the  pay  period  by  th«  non.npervi«w, 

employees  and  worKing  supervisors  reported  in  column  6.    Include  hour,  paid  for  sick  leavJ^  JujiT^ 
and  vacations  taken  during  pay  period  reported.    If  employees  elect  to  w^durii^^'tL'SS 

Cebuu  10.  ALL  EMPLOYEES-BOTH  SEXES. -Enter  the  total  number  of  emoloyee.  in  thi. 
establishment,  including  nonsupervisory  workers  and  working  supervisor,  a,  well  as  those  gwup.«^ 
eluded  from  this  category  in  the  instruction  for  column  6  except  proprietors  and  firm  m«nJ««r  ir. 
quarterly  contribution  report  for  this  establishment  is  made  to^■ourKu„^pl^,^nt^m~nsaL^ 
agency  the  employment  figure,  in  this  column  should  be  identical  with  those  wh^h  wX  rewX^^ 
unemployment  compensation  report    If  different,  please  sUte  differ*nces1^  col^n  l". 

eolu^T   "•  ''"'  EMPL0YEES-WOMEN.-Report  number  of  women  empteyee.  iactoded  in 

Columns  15  and  16.  NUMBER  OF  DAYS  WORKED.-Enter  in  column  15  th»  n..mh»r  ^t  -».»- 
(including  paid  holiday.)  on  which  the  majority  of  „onsupervi«.ry  e^pSrand  iork^^iTpei^^S 
perfomied  work  or  for  which  they  received  pay.  during  week  ending  near^t  15th.  wS,  t^e^3J 

Column  17.  COMMENTS.-Report  the  chief  reasons  for  changes  in  employment  My  wlh.  ««• 
hours.    The«  commer.U  are  used  in  the  economic  interpreUtion  of  the  daU  compiled  f^^LTretoS 

Clnmn.  18.  19  and  20.  GENERAL  WAGE  RATE  CHANGES.-Report  any  general  incrt!«e  or 
decrease  in  wage  rates  which  occurred  in  the  esUblishment  reoorted  sine*  uVf  m^n»i.'  \L  ^^  ?^ 

column  20  the  number  of  nonsupervisory  employees  and  worKuiLr^il^,i Xt^"*        '^"'*'  '" 
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INSTRUCTIONS 


DaU  on  nonsupervisory  employees  and  working  superviaora  should  be  supplied  for  the 
claue*  of  employees  each  month.    All  pay-roll  and  hour  figures  reported  should  relate  to  employi 
defined  as  nonsupervisory  employees  and  working  supen-isors. 


ColamM  2  ,aii4  3.  PERIOD  REPORTED.— Give  the  first  and  last  day  of  the  pay  period  reported. 

Cotama  8.  NUMBER  OF  NONSUPERVISORY  EMPLOYEES  AND  WORKING  SUPERVI- 
SORS.— Enter  alt  full-  and  part-time  nonsupervisory  employees  and  working  supervisors  on  your  pay 
roll  who  worked  or  received  pay  for  any  part  of  the  pay  period.  Include  persona  on  paid  sick  leave,  paid 
holidays,  and  paid  vacations.  Exclude  pensioners,  members  of  the  armed  forces,  and  unpaid  family 
workers,  even  thougti  these  may  be  carried  on  your  active  rolls. 

The  term  "nonsuper>'isory  empkyees  and  working  supervisors" : 

Includes  employees  (not  above  the  working  supervisory  level)  such  as  salespersons,  demon- 
■trators,  laborers,  caretakers,  general  oflRce  clerks,  office-machine  operators,  drivers,  installatioii 
and  repairmen,  janitors  and  watchmen  and  other  employees  whose  senices  are  closely  associated 
with  those  of  the  employees  listed  above. 

Excludes  proprietors,  firm  members,  officers  of  corporations,  and  other  principal  execu- 
tives such  as  managers,  superintendents,  and  heeds  of  departments  whose  work  is  above  the 
working  supervisory  level. 

Colamii  8.  PAY  ROLL. — Enter  amount  of  pay  earned  during  the  pay  period  by  the  nonsupervisory 
employees  and  working  supervisors  reported  in  column  6.  Pay  rolls  should  be  reported  before  deduc- 
tions for  old-age  and  unemployment  insurance,  group  insurance,  withholding  tax,  bonds,  and  union  dues. 
Include  pay  for  sick  leave,  holidays,  and  vacations  taken  during  pay  period  reported,  but  exclude  caah 
payments  made  for  vacations  not  taken.  Exclude  retroactive  pay  not  earned  during  periods  reported, 
value  of  free  rent,  fuel,  other  payments  in  kind,  traveling,  and  other  expenses  of  salesmen,  and  bonuses 
unless  esmed  and  paid  regularly  each  pay  period. 

Coinmns  8A,  SB,  and  8C.  COMMISSIONS  OF  NONSUPERVISORY  EMPLOYEES  AND  WORK- 
ING SUPERVISORS. — Enter  commissions  paid  to  nonsupervisory  employees  and  working  supervisors 
reported  in  column  6.  If  commissions  are  paid  regulariy  (monthly  or  oftcner),  enter  in  column  8A  the" 
amount  of  commissions  earned  during  a  period  as  close  to  the  pay  period  reported  as  possible,  and  in 
columns  8B  and  8C  the  first  and  last  days  of  the  period  during  which  the  commissions  were  earned.  If 
commissions  are  not  paid  regularly,  enter  the  total  commissions  paid  since  the  last  report,  and  the  fint 
and  last  days  of  the  period  during  which  they  were  earned. 

Colmui  9.  HOURS. — E^ter  hours  actually  worked  during  the  pay  period  by  the  nonsupervisovy 
onpioyets  and  working  supervisors  reported  in  column  6.  Include  hours  paid  for  sick  leave,  holidaya. 
and  vacations  taken  during  pay  period  reported.  If  employees  elect  to  work  during  vacation  period, 
report  only  actual  hours  worked  by  such  employees.  Do  not  convert  overtime  hours  to  straisht-time 
equivalent  hours. 

CohuM  10.  ALL  EMPLOYEES— BOTH  SEXES.— Enter  the  total  number  of  empkiyees  ia  this 
establishment,  including  nonsupervisory  workers  and  working  supervisors  as  well  as  those  groups 
excluded  from  this  category  in  the  instruction  for  column  6  except  proprietors  and  firm  members.  If 
a  quarterly  contribution  report  for  this  establishment  is  made  to  your  State  unemployment  com; 
tion  agency,  the  emptoyment  figures  in  this  column  should  be  identical  with  those  which  will  be  ref 
on  the  unemployment  compensation  report.     If  different,  please  state  differences  in  column  17. 

CotaiM  II.  ALL  EMPLOYEES— WOMEN.— Report  number  of  women  employees  included  te 
column  10. 

Columns  15  and  IS.  NUMBER  OF  DAYS  WORKED.— Enter  in  column  15  the  number  of  days 
(including  paid  holidays)  on  which  the  majority  of  nonsupervisory  employees  and  working  supervisors 
performed  work  or  for  which  they  received  pay,  during  week  ending  nearest  15th.  When  the  pay 
period  reported  is  longer  than  1  week,  enter  in  column  16  the  number  of  days  ,Vrorked  or  paid  for  during 
the  pay  period  reported. 

Cotaaui  17.  COMMENTS.— Report  the  chief  reasons  for  chknges  in  emptoyment.  pay  rolla.  and 
hoHTi.    These  comments  are  used  in  the  economic  interpretation  of  the  data  compiled  from  these  reportai 


18,  19,  and  20.  GENERAL  WAGE  RATE  CHANGES.— Report  any  general  increase  or 
decrease  in  wage  rates  which  occurred  in  the  establishment  reported  since  last  month's  report  Enter  in 
column  20  the  number  of  nonsupervisory  employees  and  working  supervisors  affected. 


I 


i 


w 


BLSState  Employment  Statistics  Mmmal,  Vol.  II 


Mail  1»  IMS 


Mah.  1, 1W8 


W 


■It 


riMtt  CIS 

MMI-niMT 

(»Mt  t,  •NiCH  eoHTiHutt  uoTtant  B. »«.  m  anb  i 


BHPIAfMINT  AND  PAY  lOLL 


MOf   •M0«N» 


■  N«  «*-mai* 


MmiCITML 


I.  Lim  «r  Tumi  (OUd  mm):  WuoLamu*  O   Bs**n>  O   Ii«va«iM«  O 


tVM 


I  typ*  d  ■>— Mm    !»■>  ■*  aMuiHlMiitnr'*  mim  knuMh.  lariit  ar  toolMr,  paiUr  Md  ihlppif.  mpntlt^ 


F*v  Bou.  *m  HooM.    dilwi  •t«rlit  <t>  •—  I—tnirtioi»wi  ifctf  ■itfa.) 


'ft. 
ft. 


■Hh 


IL. 


It- 


n-jt 


11- 


■naRto 

o5»(ViiiMi»ij 

I— M  iMim 

IS 


|W»«M  AU 


•sr-* 


This  sch«dul«  UMd  for  firms  with 
mony  sstablishmtnts  in  Whol«sol« 
Trodt,  R«toil  Trode  or  tnsuroncs 
ond  Sscurity  Brotorog*  (Sm  BLS 
787,  786  ond  1134  for  SSA 
code  numbort). 


Kcmn 


um  at  TTf«  m  »Mt  rt> 
Mum  (ImMi  !•■•  MdXW 


lELiftnWMin 


IV.  Comnnt  Aim  Waok-Ratb  CaAMoa. 


tSOBmmixS 


if  avHik  mmTw  r!» 


J!Bl 


<u> 


totf 


OUara'Me  and  Editing  of  Schedules 


rtcom  «.is 


■■La.  luf 

U.  S.  BCPAIITMENT  OF  LABOR 
SuMMi  ar  Umm  STATimcs 

WAtMIMOTON  U.  D.  C. 


INSTRUCTIONS 


D»t»  on  nantup*nrim>rr  •fnplsr*M  anrf  iro/ltn^  luperritart  thouU  be  tupplitd  lor  th»  urn*  c/aMM  of 
•<nplm>«M  McA  mentft.  4lf  pay  toll  mnd  hour  Siuitt  reporttd  thould  rrlmlm  to  amployf  dttned  mm  rton- 
tiporritory  »mplor—  and  working  ttiptrvitort. 


Ctimmma  2  aad  S-PERIOD  KEPORTED.-Civo  \\k  first  and  last  d«y  of  the  p«y  period  reported. 

v.cu?S^"'..  *~^1F,^',P'^'*.  ^^    NOXSL'PERVISORY    EMPLOVEES    AND    WORKING    SUPER-- 
VISUKS— Enter  aII  fnU-  and  parl-tinic  noiisup.  rvison"  cmplovtcs  and  working  suporvisors  on  your  pay  roD 
who  worked  or  rccciv«l  wv  for  any  purl  of  llic  uuy  p.riod.    Include  person*  on  paid  sick  leave,  paid  boltdwL 
and  paid  vacatHHi.    Exclude  pcnsiom n,  nu-inUrs  of  iLe  armed  forcea,  and  unpaid  family  workenTevea 
though  iheae  may  be  carri<>d  on  your  active  rolls.  r  j  -, 

The  term  nonsupen'Isory  employees  and  working  super\-isors: 

Indvdftjor  Wkolemle  Trade.— Employees  (not  above  the  working  aupervisory  lerel)  auch  aa  -ifif 
persons,  dcnionstrators,  laborers,  caretakirs,  erneral  office  clerks,  office  machine  opcraton,  dmcta. 
loatAllation  and  repairmen,  janitors  and  watdimcn  niid  other  omplovces  uiiose  servioea  an  dawlr 
aMoeiatcd  with  tho:!e  of  the  employees  listed  iil>ovc.  «-~-<=>7 

/«</»*« /»r  ff>MifrW<.— Employees  (not  ahwe  llie  workin{(  8uper\-iaory  levH)  surli  as  salesperaooa 
llupping:  and  r.f civiiig  clerks,  5lo<k  clerks,  gonei.il  olTiee  cU-rk«,  office  niaeliine  operaton.  driven! 
HMUllation  and  reoaimien,  demoiisiralors.  nlterrttioii  hands,  elevator  operaton,  porters,  janitor*  and 
watchmen,  and  other  employees  whose  si-r vices  arc  closely  associated  with  Iboae  of  cmployeaa  liat«d 

heludei  fw  /imfniiier.— Employees  (not  above  the  working  supervisory  level)  such  as  inauraoea. 
brokerage  and  eommmion  salesmen,  invt-stmeiil  and  security  advisors,  insurance  and  security  cMml 
board  boys,  general  office  clerks,  office  iiwi.liiiie  optrators  and  other  employee*  whoae  Bervie«a  ata 
cloaelyasaociated  with  those  of  eniploy.'csliiled  above.  f  "^ -ra 

£<rfui/(«.— Proprietor*,  firm  meniliers,  officers  of  corporationa,  and  other  principal  execativM  such  aa 
buyers,  department  heads,  sup<nnteiident$.  and  diain  store  manaprrs,  whose  work  is  above  the  worfciar 
superxnsory  level  "«■"■» 

Cateau  «— PAY  ROLL.— Enter  nniotint  of  (my  earned  during  the  pay  period  by  the  nonsuperviaorr 
ampkveca  and  workma  superMsor*  rtporlcd  in  Column  5.  Pay  rolls  sliould  b«  reported  before  deletion* 
Mr  OM^  and  uncrnphnment  insiirunce,  group  ii«iir.iiiee,  withholding  ta.T,  bonds,  and  union  dues  Include 
fagrMr  a»ck  leo>e,  holiday*,  and  \acalioint  token  during  pay  period  nportcd,  but  exclude  cash  pavraenU 
"f"/??  >'»f»'">n»  "ot  ••wn-.  Exclude  retroactive  pay  not  caniod  .luring  periods  reported,  \-aIu«'of  frae 
"■'•  '••••i  •J""'  Pfynipnts  in  kind,  traveling  ami  other  e.vpemcs  of  salesmen,  and  bonusca  unlcaa  eanied  and 
paid  ngiikrly  each  pay  period.  «»™«i  ua 

iwn%?Sv^4/?lf«'^*P~^*''^"^'°^'^.  ^"^  NONSUPEKVISORY  EMPLOYEES  AND  WORK- 

if!r_?Hv5'"'' '=""=>;— tnter  commissions  paid  to  noiisuperviaory  employees  and  working  super\-ison  re- 
portMrn column  5.  ircommi5:sion<>  are  luiid  r.-giilariy  (monililr  oroftcncr),  enter  in  Column  «A  the  amount 
afrwwsaion*  carni;d  during  a  period  as  dose  to  the  iwy  period  reported  as  possiMe,  and  in  Column*  6B 
and  BC  tlie  hrst  and  lost  da>a  of  the  period  during  which  the  commissions  were  earned.  If  commiaaion*  arc 
■*»  Mtd  regularly,  enter  the  total  coninii&^ioiis  paid  since  the  lost  report,  and  the  first  and  laat  dava  of  l^ 
period  during  which  they  were  earned.  ^^      ' 

CataiB  7-HOUHS.-Enter  hours  aetnally  worked  during  the  pay  period  by  the  nanmiperTiaery 
employees  and  working  supervisore  reported  m  Column  5.  Indude  hours  pud  for  sick  leave,  holidm^ 
va<»lK>n8  if  vacations  are  token  during  pay  period  reported.  If  employees  dect  to  work  durinic  TsaoloD 
'"'laJiientho         "*"' "      """  *  **^"' ''y  •""^''  ••'"l''«'.*f«-    *>•  not  convert  overtime  hours  to  atraight-Ume 

f  •.  <^«*»- »7ALL  E>fPLOVEE&-BOTH  SEXES -Enter  the  total  number  of  empk>yee.  in  thia  eatab- 
Inhment,  induding  nonsuperviaory  worker*  and  working  supervisore  as  weU  as  those  groups  exduded  from  this 
ealagonr  in  the  inslniction  for  Column  5  except  pro|irMlors  and  lirm  members,  if  a  quarteriy  oonlributioo 
Kport  for  this  e*U)l)lishi.ienl  is  iniuie  I.,  vour  .Siato  imemplo.vnicut  compensation  agency,  the  emplovmeiil 
kuKF*  m  this  Column  JkhiU  U-  ideniicnl  wuh  Ukwc  which  «iU  be  reported  on  the  iLiaB^ynient  oompcaaa- 
Hon  report.    If  different,  pU-aac  state  dilfepenees  in  Column  12.  — .-■•-"pwyuieiiv  compeaaa- 

^j^^^^CjjIOM  S-ALL   EXIPLOYEES-WOMEN.-Rcport    number    of  w«mea    employeea   iodaded   in 


r.-!.^  J*ujTf  »-NU^»ER  O*  .DAY>  WORKED.-Enler  in  Column  10  the  number  of  day* 

£!z3'2LE'''^f  1 '!?•  .u"  *^"'''  '"l"  'n"J°"'y  °f  nonsuperx-isory  employees  and  working  superriaan  fi- 
lmed work  or  for  wind,  they  received  pay.  diinng  week  ending  neaiesl  Ijth.  When  the  p^  p«^  icnorud 
taloBipv  than  one  week,  enter  in  Column  11  the  number  of  Jays  worked  or  paid  for  dim^  tSTpay^eriod 

Calama  12— COMMENTS.— Report  the  diief  reaaona  for  changes  in  empfeyment.  pay  roOa.  aad  hooia. 
TiMae  coramenu  are  used  in  the  ei^iKMnic  interpretation  of  the  daU  compiled  fnui  Iheaerqwrta!  ^^ 

Caiamas  IS,  U.  aad  I5-GENER.\L  WAGE  R.ITE  CHANGES.-Rcport  any  general  i 
deereaae  in  wage  n»te»  »1iuh  occurr.-,!  m  the  estaUisliment  reported  since  Iwt  montba  report 
Column  1 J  the  miiiilMr  of  nonsu|xn isory  employees  and  working  supervisors  affected. 
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II.  BMMOTitnn,  Pat  Roll,  amo  CownMioiis.    (Bcfsfc  cnlcriac  date ■••  iMtraetiom  on  othrr  side.) 
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Clearance  and  Editing  of  Schedules 


■.!.•.  tWT 

U.  S.  DEPARTMENT  OF  UMM 

■UKAU  or  LABOR  STATISTIC! 
WA*HINGTON  B«.  D.  C. 


PMUM  •14 


INSTRUCTIONS 


D*t*  on  noMuperviBory  employees  and  working  supervisors  should  be  supplied  for  the  same 
eln.es  of  employees  each  month.  All  pay-roll  and  hour  figure,  reported  shouldTelate  to  empl^ 
defined  as  nonsuper\isory  employees  and  working  supervisors.  h™*"^ 


dmuw  Saia  3. 


PERIOD  REPORTED.-Cive  the  first  and  last  day  of  the  pay  period  reported. 

nn<!*^°'r?'    •;.  ^v^^^   °^.   NONSUPERVISORY  EMPLOYEES  AND  WORKING  SUPERVIS- 
wK^Z.-ui^'  *  *r    P«rt-time  nonsupervisory  employees  and  working  supervisors  on  your  pay  roll 

who  worked  or  received  pay  for  any  part  of  the  pay  period.    Include  persons  on  paid  sick  leavV^^S 

i^S'e^en^hlr?!;"'"'-         "^''"  P*"f *<>"««.  -"""bers  of  the  ar™ed  fom».  uni  unpaid  fa^ly 
workers,  even  though  these  may  be  earned  on  your  active  rolls. 

The  term  "nonsupervisory  employees  and  working supervisora": 

Includes  emptoyees  (not  above  the  working  supeAisory  level)  such  as  ofBce  and  clerical 
employees,  repairmen,  salespersons,  operators,  drivers,  ticket  agenta.  bank  tellers,  usher.,  at- 
tendants, mechanical  and  serxice  emptoyees,  janitorial  and  watchmen  and  other  employees 
whose  ser\ices  are  closely  associated  with  those  of  the  employees  listed  above. 

Bxehule$  proprietors,  firm  members,  officers  of  corporations  and  other  principal  executive. 
«ich  a.  managers,  supermtendents.  and  heads  of  departments  «  hoM  wojk  U  above  the  workiM 
supervisory  level.  ^^ 

Celmii  i.  PAY  ROLL.— Enter  amount  of  pay  earned  during  the  pay  period  by  the  nonsuperviaorr 
emplc^ee.  and  working  supervisors  reported  in  column  6.  Pay  rolls  should  be  reported  before  dediie. 
tioms  for  old-age  and  unemployment  insurance,  group  insurance,  withholding  Ux.  bonds,  and  union  dues 
but  after  deductions  for  supplies  furnished  by  the  company.  Include  pay  for  sick  leave  holidays,  and 
vacations  taken  during  pay  period  reported,  but  exclude  cash  paymenU  made  for  vacations  not  taken. 
Exclude  retroactive  pay  not  earned  during  period  reported,  value  of  free  rent.  fuel,  other  puniMnU  in 
kind,  and  bonuses  unless  earned  and  paid  regularly  each  pay  period. 


mr  Q.mvpvicni^  "^  ^^-  COMMISSIONS  OF  NONSUPERVISORY  EMPLOYEES  AND  WORK- 
ING SUJ-tHVIbOKb.— tnter  commissions  paid  to  nonsupervisory  employees  and  working  supervisor* 
reported  m  column  6.  If  commissions  are  paid  regularly  (monthly  or  oftener).  enter  in  column  8A  the 
amount  of  commissions  earned  during  a  period  as  close  to  the  pay  penod  reported  as  possible,  and  ia 
columns  8B  and  8C  the  (irst  and  last  days  of  the  period  during  which  the  commissions  were  earned  If 
commissions  are  not  paid  regularly,  enter  the  toUl  commissions  paid  since  the  last  report,  and  the  fint 
and  last  days  of  the  period  during  which  they  were  earned. 

CehMin  10.  ALL  EMPLOYEES-BOTH  SEXES.-Enter  the  total  number  of  employees  in  this 
establishment,  including  nonsupervisory  workers  and  working  8upen.isors  as  well  as  those  grtMipa  ex- 
cluded from  thU  category  in  the  instruction  for  column  6  except  proprietors  and  firm  member*.  If  a 
quarterly  contribution  report  for  this  esUblishroent  is  made  to  your  State  unemptoyment  compensation 
agency,  the  employment  figures  in  this  column  should  be  identical  with  those  which  will  be  reported  on 
the  unemployment  compensation  report.     If  difl'erent.  please  state  differences  in  column  17. 

Column  li.  ALL  EMPLOYEES-WOMEN.— Renort  number  of  women  emptoyees  included  te 
oohunn  10. 

Coiamns  15  and  1«.  NUMBER  OF  DAYS  WORKED.-Enter  in  column  15  the  number  of  days 
(including  paid  holidays)  on  which  the  majority  of  nonsupervisoo"  employees  and  working  supervisors 
performed  work  or  for  which  they  received  pay.  during  week  ending  nearest  15th.  When  the  pay  period 
reported  is  longer  than  1  week,  enter  in  column  16  the  number  of  di^s  worked  or  paid  for  during  the  oav 
period  reported.  "^ 

Column  17.  COMMENTS.-Report  the  chief  reasons  for  changes  in  employment,  pay  rolU  and 
hours.  These  comments  are  used  in  the  economic  interpretaUon  of  the  daU  compiled  from  thew 
reports. 

Columns  18.  1».  and  20.  GENERAL  WAGE  RATE  CHANG  ES.-Report  any  general  increase  or 
decrease  in  wage  rates  which  occurred  in  the  establishment  reported  since  last  month's  report.  Entar 
in  column  20  the  number  of  nonsupervisory  employees  and  working  supervisors  affected. 
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c  ji  •!  r 

im»f  !•  Mltlai  aaocia— «»■•••  ir  t*«*tfM>l 

A  WfMW  r«f«r«  I*  r«««lr«4  for  •Mk  4«partMBi  wlthia  aMh  Olvlaloa  m  fdUova: 
f«;   Trsfflo     't*«  ■*<•  u       ^tJ    Plaat      *Im  lata  It      (cl    Coaatrclkl      <laa  lata  H 
M/   Ul  athtr  dapartaaata     llidaaa  att  aafflaraa*  aat  tteUtaa  it  aar  ut  tta  lltat  ttraa  «at*r«aai«a, 
aaaaft  kaa««aartan  (araaaaal  (ar  attct  aa  ra^rt  la  ra^alra*.     99»  lata  1. 1 
i.     Styvrt  for:     Bi»taiiM»  n^«rf»»t. 

a.    nnoTRiBT,  >«t  ion,  <ii>  io«it. 
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Ra^ar  at  aaylayaa- 
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tltm  kaara  actaallr 
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aUk  laa*a,    kalUara. 
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fsMla 

Ul 

Jka  ••(«  « 
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■afck 

This  form  used  for  reports  from  the 
Western  Union  Telegropti  Company 
(SSA  industry  462). 

%HI 

■af 

Jaaa 

*.l. 

lafwi 

■•ftaakar 

•ataaar 

■wtir 

•acoMar 

■•M  L  — WdMa  all  Urn*  Uaa  anliiiii  aaaayi  ikaaa  caayaaaaiaa  aailralr  aa  a  aaiaiaataa  aaai*  •ada'a  aU«  gaaaral 
aa4  aiTlataaal  kkalfiartara  n*aaaaal«    trataaaa  ta  lakaal.   aa4  ■aaaaagaWL 

•ata  fc— laalMa  yaaaaaa  n  raia  vaaailaa.  fal«  aick  laata.  aa*  kalttar  »af  «arta«  t*f  M<ta4  cataraa.  kai  aiclt4a 
■afkara  af  tka  anw4  lar«aa.  taaalaaara,  aa*  ailara  carria4  aa  raUa  la  a  faf  ar  aaayaf  atataa  kat  «ka  ara 
•at  •arklaf  ««rl«(  »arla4L  | 

■ata  &~lMla«a  m^Uf  caairikatiaaa  far  ala-afa  kaaallta.  aa«ivUfaaa<  laaarwaa,  iratf  laaaraaa%  alikkaiaiat 
ia«,  kaaaa.  aalaa  «aaa  ate,  kat  «a  aat  ladtaa  aatlaata*  *alta  at  Iraa  raai,  (aal,  aa«  alkar  taraaata  It 
klt4-  Ia<lt«a  alaa  fay  lar  kitiaafa,  tUk  laaaa,  at4  (acailatt  fcti  aalr  ikat  yartlaa  al  vacttlaa  ftf  aklck 
aftllaa  %■>  faMa*  t««ara4.  OCUM  faiaaatt  *a  aaakara  ar  1^9  aaaaa  larcaa,  faaataaara,  aa4  atkara  atlaaa 
t^MMt  la  mU»  far  aaa*  farfaiMa  Aarlai  tka  farla*  aa4  "kaaaa*  >a»«aa«a.  aalaaa  aaraa«  aa4  »al«  aara  ar 
aM»fa»ilar|r  aaak  »ar  »arlaA  If  aaa*  yafMata  ara  mU»  ia  Uaa  af  raaatlaa  MT  TiUH  4a  tal  laaU4a  atift 
faPBaala  la  t*r  ralU  aar  a«a4ralaai  la  aaa-taata. 

■m*  4-<»aaiar  ika  ata  af  tka  kaara  actaaUr  aarkaa  ar  tka  aaHayaaa  mmtt*  kr  ikia  aacitaa  laclaaiaf  kaara  fal*  far 
iMMIaaa,  alat  laaaa  aa<  kaU4afa  •arlaf  laa  »a»-raU  tt%M  rat«rta«.  ta  aM  aaarart  arartlaa  kMf«  «• 
•ltat|ki-tlM  kaarik 

a  CmtflTt  M  >l«t-MTI  CIIISU  01  0TIII  IICilllM  M  •ICMIItl.  —If  th«r«  kM  k«M  any  Mftotf 
Uer«kM  or  <>»r>w  la  tka  ait^loyMiit.  pw-rell.  or  •■fIttraa.AMr  flgarM.  m  Mt^krcd  MttH 
**•  fraaailBf  SMtk'*  r^ort.  pl«M«  aiata  raaaon*  kalai*.  Also.  rl«M«  r«pori  ekug««  U  MfH 
•*  15^  Mmm  i»Ui  of  laat  aoatk,  tlrlaf  data  of  ekaaga,  Mro«ata««  of  iaeraaaa  (*)  or  te- 
•^  '-'•  "^  »•**  «"kk«r  of  ai^ejraaa  affactad.  Ika  aa^a-rata  ckaagas  daalrad  ara  iaaaral 
■<aa  m*  aot  ladlTidaal  ckaagaa  for  laajUi  of  aar^iea7ii«rit.  or  p?o«oUaar  «" *'** 
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Tr>l8   form  used  for  reports  from  the 
Americon  Telephone  and  Telegraph 
Company  and  its  telephone  subsidiaries 
(Bell  System)  (SSA  industry  461.) 
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.VOLUME  OF  EMnOYMENT 
PMVATE  AND  PUMJC  CONSTRUCTION 

Strietfy  cot^Umtimi 


It-U-IMt. 


TYPB  or  OONTmACTOl 


tat  ONE  PAY-KOLL  WEEK 


,    IMFLOYMENT.  FAY  ROLLS, 

(he  WMk.    Exclude  proprietors. 


riMRE  CIT 

UCK 


M AM.B0UR8.    lUpoK  totals  for  all  employeee.  botb  fall  ud  put  tfane,  who 


Write 


riMM  fteaUl  tte  InfanMtioa  raouMtad  below  for  the  ooe  week  ENDING  NEAREST  THE  ISTH  OF  THE  CUKRENT  MONTH 
mMlH  imliw  Mill  liiiM  III  tlw  ■MiW|iiin)1i»  Mmtnpi  whieh  re<iuu«a  no  pnetfi.  Kiadly  hmO  Uw  teport  lo  thikt  it  NMy  be  reeel*«d  befon 
tlM  mk  «f  tile  MMMrth. 


PAST  1.— EMPLOYMENT,  PAY  ROLLS,  end  MAN-HOURS  AT  SITE  OF  CONSTRUCTION.  Report  loU 
boUi  ftaB  m4  pafi  Itet,  who  worked  diHii«  the  week.  Uee  Uaee  I  to  7  on  thia  page  for  OMployaMBt  *t  iite  o<  oi 
eg-eHewpiayfl— uee8>    Eiclude  propneUwiL    (If  you  did  not  heve  rite  ewployeee  dttriag  the  week  lepcrt 

r— — — — gj  I  Sg  B  j         ^  9S 


r  RtruutnT  t«*  rw*4Tt  un 

w  Waee  tee  KMa  BTATS  M 
Wam  Yoo  OiMitiB 


OD 
StATt  WaiTeiB 
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Fat  I 
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^> m — 
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WAon  Dvama  tbs 
Wux  (Do  Not  Db- 
Bcet  Oto-Aae  Vtiio- 
fiT^   lacBin   TAZn, 
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Cmm  Dva^CveJ 


This  form  ustd   for  SSA  groups 
15,  16  and  17. 


ToTAt  Ma 

IIOOM 

Aixr  Wi 
Di 
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0— jNait 


I  b  fe^wired  for  ftjirtlt 


■ee  rererae  al^  eT  iMo  tea) 


PART  J.— EMPLOYMENT  IN  CENTRAL  OF- 
FICE, SHOP.  YARD,  ETC.  (If  you  did  not  hevo 
off-eite  employees  during  the  week  report  "0".) 


PART  3.— TOTAL  EMPLOYMENT  (Enter  the  toUU  number  of  different  per- 
aooa  Actively  employed  sad  carried  oa  all  of  your  pay  rolls  durins  the  waelL  Do 
■ot  liwipiy  add  the  number  listed  by  pay  rous  aa  this  would  ovctstate  emplor- 
■ent  if  some  were  carried  on  more  than  one  pay  roil  during  the  week).  Esdade 
proprietors.     (If  you  did  not  have  any  employees  during  the  week  report  "0".)... 
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VOUME  OF  EMPtOYMCNT 
mVATE  AND  POtUC  CONHIIUCTION 


*p*n««l   «pina    l>4l-IMt. 


TYK  or  CX>NTftACTOB 


Miat  BkltkH  HMNl  MMIa*.  MMww.  tarn.  *■■■>«•.  •iMMML 


lltpoit  for  ONE  PAY-ROLL  WEEK  Mdi^ 


rtfiW 


■■•Ml 


■lllltHM 


PlBMe  ritrotab  the  inforaAtkni  i«<|imMwI  Mow  for  the  one  week  ENDING  NEAREST  THE  ISTH  OF  THE  CURRENT  MONTH 
I  Ktura  one  fata  in  lb*  — >oaip»oylat  eBvelape  which  requiiM  ae  poeUfli.  Kindly  mkU  the  report  w  that  It  mtkj  be  neelved  ba(«M 
lUthof  tbcBMnih. 


rAKT  I.— EMPLOYMENT.  PAY  ROLLS,  and  MAN-HOIIRS  AT  SITE  OF  CONSTRUCTION. 
I IM  and  part  tlBe.  who  worked  during  the  week.     Une  Hdm  1  to  lion  this  i 
"  t  Wi|iliiyeat  on  Hae  IS.     Exeliid*  proprictoia.     (If  jrou  did  not  have  alle  < 


Report  totah  for  all  emplayaM, 
at  Mt  W  •ooatniction.  Report 
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This  form   used  for  lorge  firms 
with  mony  construction  sites  in 
SSA  groups  15,  16  and  17. 
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rABT  &— EMPLOYMENT    IN    CENTRAL   OP- 
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~   '         aplojrcee  during  the  week  report  "0".) 
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■Pt  ilaplr  add  the  number  lieted  by  pay  roUe  ae  thi*  would  overetate  employ- 
MM  tf  aMM  wmt  carried  on  nwre  than  one  pay  roil  dariaa  the  week).  Exclude 
(If  yo*  did  not  have  any  empioyeca  during  the  week  report  "0".) 
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UBT  or  BTATB  O0D£  NUMBXBS  TTBED  BT  THE  BUBXAU 
or  LABOB  STTATISTIOB 


1.  Akboma. 

2.  Arkansas. 

3.  Arizona. 

4.  Catifomia. 

5.  Colorado. 

0.  Connecticiit. 

7.  Ddaware. 

8.  District  of  Colombia. 

9.  Florida. 

10.  Georgia. 

11.  Idaho. 

12.  Illinois. 

13.  Indiana. 

14.  Iowa. 

15.  Kansas. 

16.  Kentucky. 

17.  Louisiana. 


18.  Maine. 

19.  Maryland. 

20.  Massachusetts. 

21.  Michigan. 

22.  Minnesota. 

23.  Mississippi. 

24.  Missouri. 

25.  Montana. 

26.  Nebraska. 

27.  New  Hampshire. 

28.  New  Jersey. 

29.  New  Meadco. 

30.  Nevada. 

31.  New  York. 

32.  North  Carolina. 

33.  North  Dakota. 


35.  Ohio. 

36.  Oklahoma. 

37.  Oregon. 

39.  Pennsylvania. 

40.  Rhode  Island. 

41.  South  Carolina. 

42.  South  Dakota. 

43.  Tennessee. 

44.  Texas. 

45.  Utah. 

46.  Vermont. 

47.  Virginia. 

48.  Washington. 

49.  West  Virginia. 

50.  Wisconsin. 

51.  Wy<»ning. 


FIGURE  6.20 

Comment  Codes  Fob  Analysis  Pubposeb 
[To  be  used  for  flmu^  oommenU  otay] 


1 
2. 
8. 
4. 
5. 

e. 

7. 

& 

9. 

10. 

11. 

12. 
13. 

14. 

15. 
16. 
17. 
18. 
19. 
20. 


21. 
22. 
23. 
24. 
25. 
26. 
27. 


Absenteeism — excessive. 

Closed. 

Commissions — increased . 

Conunissions — decreased. 

Contracts — liirings  due  to  new  contracts. 

Contracts — lay-offs  due  to  contract  cancellation. 

Contracts — lay-offs  due  to  contract  completion. 

Convention  or  exposition. 

Convention  or  exposition  ended. 

Departments,  nnits,  plants,  etc. — increase  in  num- 
ber operating. 

Departments,  units,  plants,  etc. — decrease  in  num- 
ber operating. 

Female — increased  number  of  female  workers. 

Female — decreased  number  of  female  workers. 

Fire,  flood,  or  storm — resumption  of  operations 
after  Are,  flood,  or  storm. 

Fire,  flood,  or  storm. 

Holiday  work — ^premium  pay  for  holiday  work. 

Holiday — half-holiday  shnt-down. 

Holiday — shut-down. 

Illness — excessive. 

Labor  force — change  in  composition  (increase  or 
decrease  in  number  of  iiart-time  workers,  except 
for  seasonal). 

Orders,  special  (pick-up  in  business,  etc.). 

Orders,  fewer  ( less  business,  etc. ) . 

Overtime  work. 

Overtime — leal. 

Piecework. 

Premium  payments  (bonuses,  incentive  pay,  etc.). 

Reconversion — ^hiring  after  reconversion  of  fa- 
cilities. 


28.  Reconversion— shut-down  or  partial  shut-down. 

29.  Salaried  employees — ^increase  in  hours  due  to  _ 

working  days  for  salaried  employees. 

30.  Salaried  employees — decrease  in  hours  due  to  fewer 

worldng  days  for  salaried  employees. 

31.  Sale — beginning  of  special  sale. 

32.  Sale — end  of  special  sale. 

33.  Seasonal — expansion    (including  pre-bollday   and 

part-time  help). 

34.  Seasonal — decreasa 

35.  Shifts— extra  shift 

36.  Shifts — decrease  in  number  of  aliifta. 

37.  Shortage — ^labor. 

38.  Shortage — materiaL 

39.  Shut-down — partial  shut-down  for  Inventory  tJ«Mi^. 

40.  Shut-down — ^partial  shut-down  for  repairs. 

41.  Shut-down  temporarily — ^miscellaneous. 

42.  Soldiers  or  sailors — part-time  (increase  in  number). 

43.  Soldiers  or  sailors — part-time  (decrease  in  numbe-r). 

44.  Strike — resumption  of  operations  after  settlement 

of  strike  or  labor  troubles. 

45.  Strike. 

46.  Vacations  with  pay. 

47.  Vacations  without  pay. 

48.  Wage  and  hour  act — change  due  to  wage  and  Ihnut 

act 

49.  Wage  rate  diange  reported  by  company  bat  not 

shown  in  the  figures. 

50.  Wage  rate  increase. 

51.  Wage  rate  decrease. 

52.  Workweek — ^lengthened. 

53.  Workweek — shortened. 


li< 


[Comment  code*  affecting  office  mechamct  onlv\ 


M 


51  Change  in  class  of  employees  reported. 
55.  Code — BLS  code  changed. 

66.  Code— no  code  applicable   (see  bill  card  for  ex- 

planation). 

67.  Comparison — new   comparison    (preceding   month 

r^unched  with  comparable  data). 

68.  Fluctuation  in  pay  roll  due  to  variation  In  number 

of  days  operating  during  period  reported. 
59.  New  firm — first  month  of  operation. 


60.  Newly   reporting   firm — first   available   data   tm 

newly  reporting  firm. 

61.  Newly  reporting  firm — ^first  month  used  for  newly 

reporting  firm. 

62.  Preceding  month — no  data  aTallaUa. 

63.  Repuncb. 

64.  Verification— data   used   pending   rerlflcatioa   bgr 

firm. 
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B.  L.  a  940  (BsT.y 
(ia-T-44) 

U.  a  DEPARTMENT  OF  LABOR 

BxnoBAU  or  Labob  Statxricb 

MACHmi  TASULATHnr  DivmoK 

BLOCK  CONTROL 

■Job  mmuiw. 

Project  tide. 

Block  numbor. 

First  and  last  sheet  nmnber. 

Number  of  schedules  or  record  cards. 

C<mtn>l  oounL 

Number  of  cards  punched. 

Number  of  cards  gang  punched. 

Date  transmitted. 

Date  issued  Punch  Section. 

Date  of  retransmittaL 

Date  received. 
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HGURE  6.22 

U.  S.  Department  of  Labor 
BUREAU  OF  LABOR  STATISTICS 
BLS-ES-16 

SIGNIFICANT  COMMENTS 


State. 


Industry. 


(Un  sepante  sheet  tot  eMh  i»k]or  indivtry) 


Month. 


BLS  code 
number 


Employment 


Preceding 
month 


Current 
month 


...  „  Conunent 

(also  give  pay  roll  and  hours  for  both  morths,  if  significant) 


«     • 


i\ 


\ 


fi 


BLSState  Employment  Statistics  Manual^  Vol.  II 


Mab.  1, 1948 


Hak.  1,1948 


Clearance  and  Editing  of  Schedidet 


M  «t 


at  u  r- 


O  *•  > 
v>  « 

•  oc 

»-♦*—' 

A.    C 

M    • 

o  m 

•  e 


s 


(9    C^ 


O 


w» 


O 

2 


o 
a 


O   cf 
09 


O 

m 
U 


«  B  K  en  i: 
is  6i*  S  3  fe  S  * 
■o  u      bx)  4-a  a 

«   M  «  H   8 

■  •  •*      *•  4  4  Q 

•i     Q>^  o«H  2'W 


o 


a  ^ ..  •* 


.J 
-S* 

MS  w  a      3^4 
a  O  aO   .      m  % 

8T3  E     •   k  4>  •><  .O 

u  d  «s  D  a,  la  u  ••» 

S  «H    tJ    ^    «->    »    tt 

•  E  *i  5  "S  w    .   . 
b  J;  O^  3  •«  «*H 

VI  vi^  a  «  «  4    • 
a4S«  i  o  « 

^.^  o  o  *<  o 
M^-o  *•  g  e  •« 

i<  «  a^  M      a  en 

a       O  »•  ^  •'4  «  ^ 

•  •"-'  H  UT9  o-** 

^  ^^"O  5  *  •  « 
b  **      _.  2  **  k  » 

O  U  *<  M  Om        o 

*»*      4  9  a*"*  9 

4  o  a  b^     ^  ]* 
O       It  •*  Om  U-*« 

HI***       94b»^ 

a      u  M  M«     •«)  9 
•»•  •  Wi  o  u  •»  4  «"* 

•  .** 


-I  •»  4  «-• 

ga      wo 
•  ."      o 

O         •*  M  t»        -M 

wwwT  It  4  e  « 

■>*  •  JH  ••«  •  «<o 
*»  ».  B  o*-^  »<  *•  S  ^ 
**      ^  5  *•      961; 

E***>ViflO«J«) 

-  ^     J3  fl  a      w-M 
s     **  « 

*4    b    a    M  «    4 

K«H  ja  A  tH  is-o 

•««  4  _  ♦*  •  B  h  i 
•  •■*<4ai.      o__ 

a-fl     -^  1  •  ****  f 
U«        •  •*  4        W 

a  •  ■  O 

•  b  o<«^ 


-^     - 

e-^       2 

ui   « 

B 

IS 

S  i 

s  ^ 

0 

« 

a 

e 
• 

JO 

'      s 

2         ^    H 

t)    9   ^ 

1— t 

**  ■•  2 

< 

0 
JQ 

« 

. 

• 
• 

>< 
0 

3        2 
0 

a 

X      ^ 

H 

• 

u 

0 

H 

»H 

> 
U 

0        /-> 

I 

•■4' 

a 

>.          ^ 

m 

0 

a 

a 

0 

B 

u 
0 

B 

m 
u 

• 

u 
0 

• 

JO 

a           ■ 

.__. 

— 

a  . 
0  ' 

•H 
^^ 

u 

9 

0  JC  C 

^ 

ja 

0    • 
1-4  p    s. 

>* 

•         ^^ 

0         "^ 

s 

• 

» 

o 

-I 
-I 
III 

>• 


K 

O 
Ik 

b. 
O 

K 
O 
-I 
O 

o 


•? 


1 

0 

M 

"** 

1 

m 

•" 

•« 

> 

m 

0 

1 

«•« 

0 

—  * 

♦•   1 

:;-H 


M    • 


CVI   1&. 


o  H 


fi 


o 
a 

£ 


% 

ft; 


3  « 
•8 


3 


CO 


•8 

4  — 


o 

2 


!:  9  ••««•«  . 

O  «  »<  »4  «>>  *j  e 
*4  H  o  o  0  a  C 

O  0  A    ~ 

«A  • 

4  0        0.0  ♦*  0 

r-t^   OVI   U   0    O 

8**         4  «  •H 
T3         0   •  Vi  tJ 
ti  a  **       ki  u 
Vi  •»<  «a  u  0  fl» 
•M  «  M£3   o  u  w. 
«  V   b         VI  V, 

►  0  4  uq   O 

■^  «   E     .   0  w   u 
•  ,        >«   O  -^ 
U  «  «        -w  »   0 
«  A    0    0  4J 
b        4  0   0  •   >, 

•*  ja  f-i^  iH 
«y  «  I  b  a  o  c< 
^  a  «>•  «  A  u  o, 

Evi  ^j  0       a 

•-«  0»  0|-<  KM 
r-l  4  <-!  «  b 

V  4  0    .  0  *•  q 

T)  -^  «  -H  4  4 
^  _      «>^  0 

U  ft  0  w  u  4  . 
•^  t'    O    b    4  ^    •) 

i«  0)  .^  o  X  0( » 

9  •H  «J   0<        Mb 

cti  0  a*  o  a»  0 

4  E  4  b  *j  e« 
♦*  O  a  0  -M 

4U  o*<->  »*  0  VI 

■o  00 

0   0  01   01  ^ 
M    .-.<        «  «  4 

"—     !3      0  0 

•^•«  -       0»      •»< 

♦*  w^  ..A  ,  M 
•^  O  S   b  »J.ii4   b 

E"  a>  «  A  o 
N  a  4 

0    (M  E'H    0) 

4  0^0  .^ja 
b  •«<  u  4  w  4  *< 
*<  k  01        b  > 

Cxi  «  O  4  k 
0iH  u  •  0<  O 
0)r4         b   •  w  Ja 

10  O  a  •  b  o  0 

A    0    4 

5  •  b  •  !i  •  4 

oj0  ri    4  b  »< 

•»<•''"  01  iH  0  0 
MAT) 
■MVi  .  0)  4 
^  O  4  •->«-•<->  « 
••4  f-i  «  0  0  *4 
O  .0    S    9    b  T3    0 

♦'•0  6  4  O  . 
0«  «  0,X3  E  H 
OMJae  oi^*.^ 
•H  U  0)  M  0  MM 
♦'400  O  0  0 
4  w         O  4  £•♦<  A 

tH  4  _  0      '^-ra 

rnVXe     tJ  oaV  M 

JO      ^       a  0  u  01 

,0  CM  H  A  -M  01  01 
H  0        0       -Ob* 

.  H  -:        •  *  o.  I 

4>  M  p  ^  «0  U  0* 
0OWO><-4O»00 
•r4r-l  W   »*  boo 

A  U  b  b  A  O. 
U'—   O  O  M        0   4 
4         OiOta  vt  O 
X  0  4  0  01^  -n  O 
O  b  b  b        w  »* 

•  ••<  Ja         u 
.0  V  VI  0  *<     .  O'O 
*»   4-H  ♦*        T3   b   01 

•-•         4  e-   0   b   u 

o  a  MO      .0  o  a 

♦<  A   b         M   U   U  -O 

4  a       «  0       0 

^♦'   O     .   M    a    0    b 

fH       ^a  0>  o  Cki 

**  **  U  A  0  0 

U   M  (^  b         •   0  A 

b  b  "  O  -w  A  ♦' 
•^  *«S  «         O         0 

'O  a^  .    a  *.  M  a 
u  r  b  k       4  E 

•  «  ^  A  A  b  M 
r-IA.~*'M4«b 

•i  ♦*       O  b  a 

4  _  •  0  «  O 

E    g.EA^'AA 

^40   O         4  *< 

•  ^»^   b  »»-0        TJ 


Si      O       •* 
cS     " 


§    2 

3*    ^ 


b 

«l . 


0 

4 
0     •   '^ 

2  4  ♦ 

O 


0  M 

b  0  ^ 

a  V  m 

O  »  2 


O    "T 


to 


^  OA       aja21  4 
O  O  M  M  E  u 
f-i  •M  a  0      -^       »i« 

M   O  '<-•  M  A         0 
a    b  A  A    k      ,    O, 

U  ♦'    0    o   b  w  ,H 

0       a  o  o  0  .H 

•^'^    Pi  E^  V'< 


Ml 


0 
0 

_     H 
^     •    '^ 
2    •  o 

O    A** 

o 

A 


o.   5^ 


« 
u 


>->  s» 


u 
« 

b 


W 
IS 

05 


r 

•  d 

4    s 

♦*     « 

eo      >- 

0 
» 
0 

4 

«  ^ 

^ 

M*« 

1 

2« 
4  v^ 

b 

>> 

0 

M 

WN 

e 

b 

0 

a 
0 

^ 

A 

0 

1 

3 

CO 

X 

«-•  ^ 

n 
b 

-2 

0 

h. 

• 

? 

ft 

It 

1 

0 
>* 

b 

n 

CO 

b 

n 

a 

•-> 

s 

■0 

0 
>-< 

•*  2 
0  ** 

«M 

w   b    •*• 

■    4    M 

8  «  w 

a. 

o 

It. 


a: 
o 

o 
u 


! 


I 


I 


<  » 


BLSSt&U  Employment  StoHtUa  lHanml,  Vol  II 


Mai.  1, 1948 


Mab.  1, 1W« 


Clearance  and  Editing  of  8ohedide» 


V* 

c 
i   O 

art   m 


'!«»*» 


O  M  H 


II 


o    <«-. 


e  « 


(9 


CO 


4 
« 

aa  fl 

o 


•  ■  a  O  •)  -^ 
V       Jl^  a  (•  w  jD 

««  o  o  ^  u       M 

•4  *«  iO  9  JH   d  •«« 

■e  t«  •  »  «  ii-<  b 

•  M  h  a  E  g<  - 

•  5'^  •  ■«  «*i 

■  •  ^  b  •* 
tt       ■•4^0  0       b 
^     •  M-*^  »>  Ck  o  o 

W   •   h        «   h 

f*'  O  «  «  ■  «r 
u  a  *<  «  E  ** 
#  «-^  v*  •<  u  4 
b  2  ^4  ■•<  «t  O  « 

•  JS  •*       E'^%< 

4UM«a««i3 
J,  •       O  *-vi  »  — 

;:  od  b         MB 

gb  E  o  a  b--i 
«   *  O  g  w 

o  *  b  »  a)vi  E  B 
^^  •a      ja  b  01       4) 

U  b  •'    «0   b  TS  ••< 

•  •#4    0  ■)  •^  l-< 

■Oja%*jg  M^  9  b 

«  »     O  S  •<  o  « 

J3  «  O  JS    41 

u  II  u      1^  ..  0 
S  E  tf   .  w«  "  » 

8   0)   Oiw    u   0>  B  •<) 

Ot*)  «  b  t»  ^  a>  •> 

•»«         O   b  •-<  •-> 
^        01  Oi  b  o  «  •« 
<-H0>.a«O>«J4 

O   a  J»  A    b   n    b 


**   U        ^  M 


•o  —^  •  V  o     a 

O  •  B         '         -O-^ 

-    «  •H     •  ■«»    •    •* 

as      "^  a  w  «  o 
S  u       c  a  3  « 

o<~i  •    •  o  O      u 

•  4      •J  •*  >•*  * 
b  a    •  •*  •  2 

OMOlfOtttiS 

|(  b  u  a  *<  B*^ 

•-•   O   O  -^  ^         Of 
^*         O.^   01  VI  b     . 

40«ab0a<» 

^  b-^  MB 

M*«  B  A-^   O 

-»a  Ob       O      w 

•*  ■   B  *<i»-4    B 

■a  'SS^  a*j  ■  » 

av4  •••  b  MB 

O.S  a  M^H 

BJa  b  O  b  B  b 
»<M«^  s-^Oa 
f  a  N  a  o  M       9 
O      •*<  ^  O    .^ 

fe*^  m  i^  «.Ji    . 

•MBB^UfUtf 

**  **     in     4^  w 

_,^t»0   B-l-O*   4 

•O       •  a       4  -o 

•  •^••^►.aAM 

o 


H       A       O  a  -*^ 

•     ^—  b • a  B 

■  1  K  V  •-•  b  >> 

•-*  K  I.  »•  4  uo  o 


I 


s      1   S 

-b    *     ^ 

ei     2 
i|  -  2 

«     a  o»    '-> 
o 

,-_ 

1  si ' 
1 1:  = 

^         i-^  J4 

a 

a 

o         i    "« 

4r    <;  -  -  *.«,  -i  a»  MX 

a         2  "   •* 

H         5 

ft<      ^          ** 

X 

K 

■ 
e 

"8 

b 

Pt 


CO 

i-a 


o 


O 


CO 

D 
-> 
O 


CO 


0 


^ 


I 

CO 


U. 
01 


Gt 
O 
u. 

lA. 

o 

a: 
o 

o 
o 


FIGURE  6.86 

U.  S.  DEPARTMENT  OF  LABOR 
BuBEAu  OF  Labor  Statistics 

WASHINGTON  26 

Date. 


BLS-ES-19 


MEMORANDUM 

To: 

From: 

Re:  Mailing  list  corrections  or  cancellations.     (Non-Construction  industries) 
yo^rdsl^^a^^ee^^  "'  cancellations  have  been  made  on  our  mailing  list.    Kindly  correct 


B.  L.S. 
code 


Name  and  address 
(Old  record) 


Change  or  cancellation* 
(Fill  in  only  line  to  be  changed) 


lUttantefana] 


♦In  ease  of  eaneellations,  please  specify  reason. 
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FIGURE  6.27— Continued 
Conversion  Factors  and  LP  Codes  eor  Convertino  to  Weekly  EgnivALEN^-Continued 
t<^*^  «^  hundredths  for  corwersion  factors;  as  whoU  numbers  for  LP  codes] 
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NGUtE  6.28 

Firms  Ncirr  To  Be  Contacted  bt  State  Qpfices  for  Sampue  Expansion 

Nonconstru^tion  Industries 


♦Aetna  Insurance  Co. 
•Aluminum  Company  of  America. 

American  Car  and  Foundry 

American  Steel  Foundries. 

American  Steel  and  Wire  Co. 

Armour  and  Co. 
•Atlantic  and  Pacific  Tea  Co. 

Bethlehem  Steel  Co.* » 

Bond  Stores.* 

The  Brown  Shoe  Co.* 

Burroughs  Adding  Macliiu.'  Co.   (wholesale 
outlets), 

Butler  Brothers.* 

Camion  Shoe  Co.* » 

Camegie-niinois  Steel  Corp. 

Carter  Oil  Co. 
•Continental  Baking  Co. 

Continental  Oil  Co. 

Endicott  Johnson  Corp.*  * 
•Fireman's  Insurance  Co. 

Ford  Motor  Co. 

Frost  Lumber  Co.* 

General  Coal  Co.  (wholesale  outlets).* 
•General  Exchange  Insurance  Corp.  (division 

of  General  Motors). 
•General  Motors  Corp. 

The  B.  F.  Goodrich  Co.  (wholesale  and  retail 
outlets). 

Graybar  Electric  Co.  (wholesale  outlets).' 

H.  L.  Green  Co.,  Inc.*  ■ 

Grennan  Bakeries,  Inc. 
♦Gulf  Oil  Corp.  (wholesale  and  retail  outlets).' 

Jewel  Tea  Co. 

Kee-Loz  Manufacturing  Co.  (retail  outlets).* 

Koppers  Co.,  Inc. 


•rirai  tluit  hare  detnltel;  stated  a  prcfer«nc«  for  national 
reporting. 

*  TkcM  flrma  are  belnc  contacted  for  Bute  reporting  when 
a  sabatantlal  number  of  uDits  can  be  tramsferred  to  the  State 
acmclea  at  one  time  rather  than  being  contacted  every  month 
Itor  a  new  Stat*  transfer. 


•S.  H.  Kress  Co. 

Thomas  J.  Lipton. 
•Long  Bell  Lumber  Co. 

W.  C.  McBride,  Inc. 
•Metropolitan  Life  Insurance  Co. 
•Motors  Insurance  Corp.  (division  of  General 
Motors). 

National  Tube  Co. 

Neisner  Brothers,  Ino.^ 

Nisley  Shoe  Co.= 

Kidder  Peabody  Co. 

J.  C.  Penney  Co.' 
•People's  Service  Drug  Stoi-es,  Inc. 

Ralston  Purina  Co. 
•Martin  Rosenberger  Wallpaper  Co. 

Rose's  fr-10-25^  Stores.* 
•Russell  Stover  Candies. 

Shoe  Corporation  of  America   (Schiff  Shoe 
Co.).*' 

Sinclair  Oil  Co. 

Standard  Oil  Co.  of  Indiana  (bulk  tanks)  .* 
•Stein  Brothers  and  Boyce.* 

Taystee  Bread  Co. 

Tennessee  Coal  and  Iron  Co. 

Tidewater  Association  Oil  Co. 
•Travelers'  Insurance  Co. 
•Trundle  Engineering  Co. 
*U.  S.  Life  Insurance  Co. 

Walgreen  Drug  Stores.*  * ' 

Western  Union  Telegraph  Co. 
♦Westinghouse   Electric   and   Manufacturing, 
Inc.  (wholesale  outlets). 

Youngstown  Sheet  and  Tube  Ca 

Western  Auto  Supply  Co»*  * 


*TlteHe  tlrnm  report  on  their  own  form  and  not  on  the 
standani  Bureau  of  Lal>or  Statistics  schedule. 

■  n.v  Mpectal  arrangement  with  the  company,  all  reports  are 
sent  to  the  Illinois  State  Office,  from  which  point  they  are  dis- 
tributed to  other  Interested  State  agencies  and  to  BLS  in 
Washington. 
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SEaiON  7 


Records  and  Reports 


7.1     GENOAL 


7.1-1     lnt*9raff«d  Syst*m 

An  integrated  system  of  records  and  reports 
18  essential  for  the  smooth  and  efficient  operation 
of  the  State  Employment  Statistics  Program. 
The  structure  of  this  system  need  not  be  identi- 
cal  m  aU  States,  but  any  system  should  contain 
certam  fundamental  elements  and  standard 
forms  for  reporting  estimates  to  Washington 
A  properly  organized  system  will  include  the 
f ollowmg  elements : 

a.  Tabulations  and  listings  of  basic  data. 

b.  Worksheet  history  files,  showing  in  as  clear 
and  concise  manner  as  possible,  how  each  esti- 
mate has  been  prepared. 

c.  Permanent  records  of  estimates  prepared. 


d.  Master  respondent  file. 
c  Delinquency  control  file. 

f .  Ledger  record  of  employer  reports. 

g.  Mailing  file. 

h.  Files  of  schedules  for  past  years. 

i.  Keports  submitting  estimates  to  Washing- 

j.  Other  facilitating  materials  such  as  Bench- 
mark Control  file  and  charts  of  estimates. 

These  elements  are  discussed  in  the  succeeding 
sections  and  suggested  metiiods  of  handling 
thwn  are  described.  It  will  be  observed  that 
under  some  forms  of  record  keeping  it  is  pos- 
sible to  consolidate  several  of  the  elements  in 
the  above  list 


1 


7a     BASIC  TABUUTIONS  AND  WORKSHEETS 


7J-1     ThrM  Cot*9ori«s  of  Basic  Data 

The  basic  tabulations  and  listings  constitute 
Uie  primary  source  materials  from  which  the 
State  employment  estimates  are  prepared. 
They  mclude  three  general  categories  of  data: 

(a)  the  various  tebulations  and  Ustings  fur- 
niAed  by  UC  agencies;  (b)  the  monthly  tabu- 
lations of  the  BLS  reporting  sample;  and  (c) 
employment  tabulations  for  industries  or  s^- 
ments  of  industries  not  subject  to  UC  laws. 

^A-2    Mofwlals  Supplied  by  UC  A0«icle$ 

The  materials  supplied  by  UC  agencies  are 
of  four  kinds:  (a)  The  benchmark  listing  tab- 
uJations;  (b)  the  ES-203  reports;  (c)  the  ES- 
202  reports;  and  (d)  listings  of  firms  included 
Jn  the  ES^J02  and  ES-208  reporta. 


(a)  BenchmaA  listing  tabulations  of  UC 
accounts  have  been  prepared  for  each  State  for 
the  third  quarter  of  1^43, 1W4,  and  1945  and  in 
some  cases  for  the  third  quarter  of  1»39.    These 
listing  Ubulations  are  described  in  section  3.2 
vol.  n  of  the  i^antiai.    No  benchmark  listing' 
tabulations  were  required  for  any  quarteTof 
1»46.    For  1947,  a  first  quarter  benchmark  wag 
generaUy  used.    No  definite  poUcy  has  been 
formulated  as  to  what  period  will  be  used  as 
^e  benchmark  quarter  in  subsequent  years,  but 
the  first  quarter  is  the  most  likely. 

(b)  The  ES-203  reports  are  annual  reports 
made  by  the  State  UC  agencies  to  the  Bureau  of 
iJjmployment  Security,  showing  monthly  em- 
ployment and  quarterly  wage  payments  by  2- 
and  3-digit  industry  divisions.  The  ES-208'b 
are  described  in  greater  detaU  in  section  4.7-4, 
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7.2-2    Materials  SuppliMl  by  UC  Ag*nci 
Continued 

vol.  I  of  the  Manual.  Copies  of  this  report  for 
1943  and  for  each  subsequent  year  should  be 
on  file  in  the  Contract  State  (^ces. 

(c)  The  ES-202  reports  are  preliminary 
quarterly  reports  made  by  the  UC  agencies  to 
the  Bureau  of  Employment  Security.  The  in- 
formation contained  in  them  is  similar  to  that 
included  in  the  ES-203's.  The  data  are  ar- 
ranged by  2-digit  industry. 

(d)  Some  State  UC  agenci^  run  listings  in 
industry-employer  serial  number  order  of  the 
accounts  contained  in  the  ES-202  and  ES-203 
reports.  If  the  UC  agency  can  supply  Contract 
State  oflkes  with  these  listings,  they  will  prove 
very  useful  for  checking  the  EJS-202  and 
ES-203  reports  for  delinquency,  errors,  and 
classification  changes. 
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Pll«  of  Sampl*  Tobulotiont 

The  Contract  State  office  should  prepare 
monthly  tabulations  of  the  BLS  sample  for  use 
in  preparing  the  State  employment  estimates. 
The  form  of  these  tabulations  is  discussed  in 
greater  detail  in  section  4.2,  vol.  11  of  the 
Mtmual.  These  tabulations  should  be  on  file  in 
the  Contract  State  office  for  every  month  begin- 
ning with  the  first  month  in  which  the  BLS 
sample  was  used. 

7  J^     FHm  off  Olli«r  iask  Data 

In  addition  to  the  materials  furnished  by  UC 
and  the  monthly  tabulations  of  the  BLS  sample, 
there  are  certain  other  basic  source  data  which 
should  be  kept  <ni  file  in  the  regional  or  Contract 
State  oflices.  The  most  important  of  these 
items  are: 

(a)  The  totals  by  a-digit  industry  of  em- 
ployment in  small  firms  covered  by  BOASI  but 
presimied  not  covered  by  UC  for  September 
1948.  These  figures  were  prepared  by  the 
Washington  office  for  each  2-digit  industry 
after  correction  of  the  raw  data  obtained  from 
BOASI  for  delinquent  reporters  and  industry 
allocation  of  employment  f<Hr  firms  which  had 
not  been  classified  by  industry.  Similar  data 
lor  March  1946  have  been  furnished  to  the  Con- 


tract State  offices  for  use  in  preparation  of  the 
1947  benchmark. 

(b)  The  Washington  office  supplied  the  Con- 
tract State  offices  with  distributions  by  State  of 
employment  in  class  I  steam  railroads,  switch- 
ing and  terminal  companies,  the  Railway  Ex- 
press Co.,  and  the  Pullman  Co.  for  September 

1945  and  July  1947  for  use  as  a  benchmark  for 
estimating  employment  in  SSA  Industry  40 
"IntOTstate  Railroads."  Employment  by  line 
for  each  of  these  companies  has  also  been  fur- 
nished for  January  1^43  and  each  subsequent 
month.    Average  employment  for   1944  and 

1946  for  class  II  and  III  steam  railroads  and 
switching  and  terminal  companies  and  for  elec- 
tric railroads  subject  to  ICC,  together  with  a 
State  distribution  of  employment,  was  also  sent 
out  to  the  Contract  State  offices  for  inclusion  in 
the  estimates  for  SSA  industry  40.  These  data 
will  be  supplemented  later  by  benchmark  data 
for  subsequent  years. 

(c)  Benchmark  data  for  other  industries 
which  are  not  covered  or  only  partially  covered 
by  UC  have  also  been  prepared  by  the  Wash- 
ington office  and  sent  to  the  Contract  States. 
The  industries  and  periods  covered  by  these  ma- 
terials are  given  below : 


44 — ^Water  transportation. 

46--Car  loan  companies  re- 
porting to  Railroad  Re- 
tirement Board  (part  of 
Industry  45  —  Services 
Allied  to  Transporta- 
tion). 

SO— Medical  and  Health 
Services. 

821 — Elementary,  Second- 
ary, and  Preparatory 
Schools  (nonpublic). 

822— Junior  Colleges,  Col- 
leges, Universities,  and 
Professional  Schools 
(nonpublic). 

81 — Law  Offices. 

83 — Other  Professional  and 
Social  Service  agencies. 


Benchmark  period 

September  1945. 
1944  average;  June 

1946,  December 

1946. 


September  1945. 

Academic  years  of 
1942-43,  1943- 
44,  1944-45,  and 
1945-46. 

Academic  yeara  of 
1942-43,  1943- 
44,  1944r45,  and 
1945-46. 

September  1943. 

September  1943. 


7.2-4    Filet  of  Other  Basic  Data — Continued 

86— Nonprofit  Membership  September  1943. 
Organizations  (not  cov- 
ered by  OASI  provisions 
of  the  Social  Security  Act 
or  by  Railroad  Retire- 
ment provisions). 

86 — Nonprofit  Membership  September  1943. 
Organizations     (covered 
by  OASI  and  Railroad 
Retirement  provisions). 

Benchmark  data  for  these  industries  for  sub- 
sequent periods  are  sent  to  the  Contract  State 
offices  from  time  to  time. 

7.2-S     Worksheets  for  State  Estimates 

A  set  of  worksheets  for  the  preparation  of 
the  State  estimates  should  be  maintained  in  each 
Contract  State  office.  The  design  and  use  of 
various  worksheets  may  vary,  as  an  office  may 
find  certain  worksheet  devices  more  practical 
than  others  in  their  particular  situations. 
Hence,  no  attempt  will  be  made  to  set  up  a  stand- 
ard set  of  worksheets.  The  purpose  of  this 
section  is  to  indicate  the  types  of  worksheets 
essential  to  the  preparation  of  benchmarks  for 
industries  covered  by  UC  and  of  estimates 
when  the  ES-203,  ES-202,  and  BLS  sample 
methods  are  used,  and  to  indicate  the  necessary 
items  which  should  be  included  on  each. 

(a)  It  is  desirable  to  keep  worksheets  and 
running  records  in  duplicate  sets.  If  the  fig- 
ures on  each  set  are  worked  independently  a 
comparison  of  the  two  sets  furnishes  a  good 
(^lieck  on  the  accuracy  of  the  work.  Each  set 
should  be  clearly  distinguished  from  the  other 
("l**  and  "2,"  «A"  and  "B,»  "Red"  and  "Black") . 
Each  worksheet  should  indicate  clearly  the 
State,  industries,  and  period  for  which  it  is  be- 
ing used  to  prepare  data.  It  is  also  desirable 
to  enter  the  date  on  which  the  figures  were  pre- 
pared on  the  worksheet.  Any  remarks  on  the 
special  treatment  of  individual  items  should  be 
carried  as  footnotes  or  entered  on  the  back  of 
the  worksheet  or  in  a  note  stapled  directly  to 
the  sheet.  It  is  also  desirable  to  number  the 
various  columns  on  the  worksheet  and  to  include 


in  each  column  heading  brief  instructions  <m 
the  derivation  of  figures  appearing  in  the  col- 
umn wherever  this  is  possible.  On  running 
records  and  worksheets  used  for  preparation  of 
current  estimates  sufficient  space  should  be  pro- 
vided to  enter  or  prepare  revisions  of  the  data. 

(b)  A  record  should  be  kept  of  each  UC  ac- 
count for  which  a  classification  adjustment  was 
made  in  preparing  the  State  employment  esti- 
mates. These  records  should  contain  the  UC 
account  numbers  of  the  firms,  the  2-  or  3-digit 
SSA  industry  in  which  it  was  classified  by  UC, 
the  SSA  industry  in  which  it  was  classified  by 
BLS  for  the  preparation  of  the  estimates,  and 
employment  for  each  month  for  which  an  ad- 
justment was  made.  Other  desirable  items 
which  may  be  included  on  this  record  are  the 
firm  name  and  the  BLS  code,  if  any.  Since 
some  of  the  classification  clianges  will  be  made 
not  only  in  the  benchmarks  but  also  in  ES-203 
and  ES-202  data  used  for  projecting  the  esti- 
mates from  the  benchmarks,  it  is  desirable  to 
indicate  in  what  data  (benchmark,  ES-a03  and 
ES-202)  the  adjustment  was  made.  If  different 
adjustments  were  made  in  different  years,  or  if 
different  adjustments  were  made  in  the  bench- 
mark than  on  the  ES-203  in  the  same  year,  these 
facts  sliould  be  clearly  indicated  on  the  record. 
If  the  employment  data  are  derived  from  an- 
other source  than  the  UC  account,  as  for  ex- 
ample, from  the  BLS  report  when  BLS  has  an 
industry  break-down  while  UC  does  not,  the 
source  of  the  employment  data  should  be  entered 
on  the  record. 

(c)  Worksheets  for  the  preparation  of  the 
benchmark  should  include  spaces  for  the  entry 
of  the  unadjusted  UC  employment  data  for  each 
month  of  the  benchmark  quarter,  adjustments 
for  delinquency  and  errors,  the  net  adjustment 
for  each  month  due  to  classification  changes,  the 
adjustment  for  small  firms  (BOASI  factor), 
and  the  benchmark  figures  after  all  adjustments 
are  made.  It  is  desirable  to  sliow  separately  the 
deductions  and  additions  made  due  to  classifica- 
tion adjustments,  and  corrections  made  to  the 
unadjusted  UC  figures  due  to  delinquency  and 
errors  in  reporting.  These  items  may  be  entered 
on  a  set  of  worksheets  other  than  that  used  to 
prepare  the  benchmark. 
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7.2-^     WerfcshMft  for  Stat*   Estimates— Ckm. 

(d)  Worksheets  for  the  preparation  of  esti- 
mates using  ES-203  trends  should  contain  the 
unadjusted  ES-203  figures,  adjustments  for  er- 
rors and  the  net  adjustment  due  to  classification 
dianges  lor  each  month  of  the  year.  The  work- 
sheet should  also  contain  an  entry  for  the  fac- 
tor used  in  bringing  the  adjusted  ES-203  data 
to  the  benchmark  level.  Space  for  computing 
these  factors  may  be  provided  on  this  worksheet 
or  on  the  benchmark  worksheet,  or  on  a  separate 
worksheet. 

(e)  Worksheets  for  the  preparation  of  esti- 
mates using  ES-202  data  should  contain  the  un- 
adjusted ES-202  figures,  adjustments  for  de- 
liiuqpiency  and  errors  in  reporting,  and  the  net 
adjustment  for  classification  changes,  for  each 
month  in  the  quarter  covered  by  the  ES-202  and 
the  first  monUi  of  the  preceding  quarter.  The 
worksheet  should  also  contain  a  space  for  the 
lw!tor  used  to  bring  the  adjusted  E$-202  figures 
Imr  the  quarter  to  the  level  of  the  estimate  for 
the  first  month  of  the  preceding  quarter.  This 
factor  should  be  computed  directly  from  ma- 
twia!  om  the  worksheet,  and  therefore  the  esti- 
mated employment  for  the  first  month  of  the 
preceding  quarter  E^ould  be  entered  on  it. 

(f)  Before  the  BUS  tabulation  can  be  used 
to  lurepare  estimates,  it  is  often  necessary  to  add 
lata  -wpfxcta  received  after  the  tabulation  was 
ran  and  to  correct  errors  of  various  kinds,  such 
aa  tabulating  errors,  changes  made  by  the  firm 
in  the  originally  reported  data,  etc.  For  this 
purpose,  a  worksheet  should  be  prepared  which 
will  contain,  for  the  industries  to  be  corrected, 
the  tabulation  totals  for  the  previous  and  cur- 
rant months,  and  sufficient  space  for  the  data  for 
individual  late  reports  and  corrections.  The 
worksheet  should  contain  a  column  whereby  the 
BL6  codes  for  these  latter  items  can  be  entered, 
and  a  space  for  entering  the  corrected  tabulaticm 
totals. 

(g)  Tlie  woricsheet  for  computing  estimates 
lor  manufacturing  industries  by  the  use  of  the 
BL8  sample  should  contain  entries  for  the  fol- 
lowing iten]s: 

(1)  Production  worker  sample,  current  and 
previous  months. 
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(2)  Production  worker,  nonfloduction 
woHker,  and  total  employment  for  the  current 
and  previous  months  from  the  "production 
worker  -  all  employee"  sample. 

(3)  Estimated  production  worker,  nonpro- 
duction  worker,  and  total  employment  for  the 
previous  month. 

(4)  Link-relative  for  production  workers 
computed  from  the  production  worker  sample. 

( 5 )  Link-relative  for  production  workers  and 
nonproduction  workers  computed  from  the 
"production  worker  -  all  employee"  sample. 

(6)  Correction  factor  for  nonproduction 
worker  link-relative  (see  sec.  4.2-0,  vol.  II  of 
the  Manual) . 

(7)  Corrected  nonproduction  worker  link- 
relative. 

(8)  Estimated  production  worker,  nonpro- 
duction worker,  and  total  employment  for  the 
current  month. 

(h)  The  worksheets  for  computing  estimates 
for  nonmanufacturing  industries  by  use  of  the 
DLS  sample  should  contain  the  following  items : 

( i )  Sami>le  total  employmttit,  current  and 
previous  months. 

{'2)  Estimated  total  employment,  previous 
month. 

(3)  Link-relative  computed  from  the  sample. 

(I)  Estimated  total  employment,  current 
month. 

For  those  nonmanufacturing  industries  (min- 
ing, telephone  and  telegraph,  laundries  and  dye- 
ing and  cleaning)  in  which  the  BLS  sample 
has  a  break-down  into  production  and  nonpro- 
duction workers,  the  worksheet  for  manufactur- 
ing industries  may  be  used  if  the  State  agency 
prefers. 

(i)  Examples  of  worksheets  which  may  be 
u:)ed  to  prepare  estimates  using  the  BLS  sample 
when  it  contains  reports  for  atypical  firms  are 
shown  in  sections  4.3-2  and  4.^,  volume  11  of 
the  Manual. 

(j)  Examples  of  woiicsheets  to  be  used  in 
adjusting  series  prepared  by  the  BLS  sample 
method  to  a  new  benchmark  are  given  in  tables 
5.1  and  5.2,  volume  II  of  the  Manual, 


7.%S     Worksheets    for    Industries    iequiring 
Specioi  Methods 

In  addition  to  the  set  of  worksheets  used  in 
preparation  of  benchmarks  and  estimates  by  use 
of  ES-202,  ES-203,  and  BLS  sample  data, 
worksheets  will  need  to  be  devised  for  those  in- 
dustries where  special  methods  are  used  in  the 
preparation  of  estimates. 

(a)  Since  the  method  of  estimating  employ- 
ment for  SS A  Industry  40,  Interstate  Railroads, 
is  well  standardized,  a  worksheet  for  the  prepa- 
ration of  the  monthly  estimates  in  this  industry 
should  be  set  up.  It  should  include  for  each 
class  I  steam  railroad  and  switching  and  termi- 
nal company  operating  in  the  State,  the  code 
number  used  to  designate  each  line  in  the 
monthly  releases  on  employment,  the  percent- 
ages of  total  line  employment  in  the  State  as  of 
July  1947,  total  line  employment  for  each  rail- 
road in  the  current  month,  and  estimated  em- 
ployment for  each  railroad  in  the  State  for  the 
current  month.  Similar  data  for  the  Railway 
Express  Agency,  the  PuUman  Co.,  class  II  and 
III  steam  railroads  and  switching  and  terminal 
companies,  and  electric  railroads,  subject  to  ICC 
should  be  entered  on  the  worksheet.  Since, 
however,  the  Washington  office  has  assigned  no 
identifying  codes  to  these  firms,  either  the  name 
of  the  company  or  an  identifying  code  assigned 
in  the  regional  or  Contract  State  office  should  be 
entered. 

(b)  Worksheets  will  also  be  needed  whenever 
special  methods  of  preparing  current  estimates 
such  as  extrapolation,  are  used.  Since  these 
methods  will  vary  considerably,  no  standard 
rules  can  be  set  down  other  than  the  general 
instructions  in  section  7.2-5  (a).  Each  Con- 
tract State  office  is  free  to  devise  these  special 
purpose  worksheets. 

7.2-7     Permanent  Records  of  Estimates 

Permanent  records  of  the  estimates  must  also 
be  kept.  These  will  include  entries  for  each 
industry  for  which  separate  estimates  are  pre- 


pared for  each  month  from  January  1943  to  the 
current  month.^  These  records  can  be  kept  on 
the  forms  BLS  1830  and  1830-A  used  for  the  an- 
unal  report  to  the  Washington  office  (see  sec 
7.6).  Revisions  made  to  estimates  for  the  cur- 
rent year  between  benchmark  periods  should  be 
entered  on  these  records.  Preliminary  and  re- 
vised series  should  be  clearly  distinguished  and 
revisions  which  are  made  but  not  published 
should  be  designated  as  such  in  some  manner. 
When  the  series  for  an  entire  year  has  been  ad- 
justed to  a  new  benchmark,  a  new  record  should 
be  made  out  and  marked  clearly  "Series  Re- 
vised to  Benchmark  for "    Those 

adjusted  figures  will  be  used  in  all  publication 
requests  for  data  made  subsequent  to  the  re- 
vision to  the  new  benchmark.  The  records  of 
the  series  which  they  replace  will  be  filed  away 
for  reference  purposes.  In  many  States  the 
published  series  may  be  composed  of  different 
combinations  of  industries  than  those  shown  in 
the  stub  of  the  BLS  1830  and  1830-A.  In 
those  cases  it  may  be  desirable  to  set  up  perma- 
nent records  with  stubs  corresponding  to  the 
industry  combinations  published.  Form  'BLS 
1830-x  (fig.  7.6)  may  be  used  for  this  pur- 
pose. Finally,  permanent  records  showing  the 
actual  published  series  with  rounded  figures 
may  be  kept.  In  the  records  showing  complete 
industry  detail,  however,  the  complete  figures 
should  be  entered  without  rounding. 

7.2-8     Somple  Worksheets  and  Forms  To  !• 
Sent  to  Washington 

A  complete  set  of  the  worksheet  and  record 
forms  used  in  each  Contract  State  office  should 
be  on  file  in  the  Washington  office.  These  will 
prove  useful  in  the  work  of  reviewing  estimates 
and  will  also  make  possible  the  interchange  of 
valuable  ideas  concerning  worksheet  devices  be- 
tween the  BLS  and  the  Contract  States. 


*Mew  CoBtraet  SUtea  wUl  be  auppUed  with  moBtlUjr  «■- 
ployment  eatimates  from  Janaary  1943  throosh  December 
1946. 
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7.3     MASTER  HLES,  LEDGR  RECORDS,  AND  DELINQUENCY  CONTROLS 


7J-1     Ot^Mthms 

Tlie  files  and  records  discussed  in  this  section 
are  designed  with  seTeral  objectives  in  view: 

(a)  To  assist  in  maintaining  an  adequate 
sample  at  all  tiiiiea. 

(b)  To  insure  w^larity  of  reporting. 

(c)  To  maintain  a  currradt  and  accurate  list 
of  all  reporters  in  the  sample. 

(d)  To  maintain  accurate  addresses  and  a 
record  of  mailing  instructions  for  specific  re- 
ptMrters,  to  insure  prompt  transmittal  of  the 
schedule  between  the  Contract  State  office  and 
tilt  reporting  firm. 

(e)  To  maintain  a  continuous  record  of  the 
data  reported  by  the  firm  on  employment,  pay 
rolls,  and  hours.  Such  a  record  is  valuable  ref- 
erence which  can  be  used  for  comparison  with 
current  reports  when  the  schedule  is  being 
edited,  and  for  analysis  both  of  the  samples  and 
the  estimates. 

7.3-2    PalwMlani 

A  record  whose  primary  function  is  to  main- 
tain a  complete  listing  of  all  firms,  past  and 
present,  in  the  sample  is  called  a  master  UsOng 
or  fSU,  A  ledger  record  is  used  to  keep  a  oon- 
tinuous  record  of  data  on  employment,  pay  rolls, 
and  man-hours  furnished  by  the  reporting  firm. 
A  dsMnquency  control  file  is  used  to  check  on  tiie 
mpwtlng  record  of  the  firm,  to  make  sure  the 
lehmtnte  is  received  every  month  and  to  indicate 
which  firms  have  become  delinquent  in  report- 
ing A  maSmff  fSe  contains  mailing  addresses 
of  the  respondent  firms  and  any  special  instruc- 
tiooa  about  mailing  schedules  to  specific  firms. 
It  is  not  neoeasary  to  set  up  each  of  these  files 
•i|iarate]y,  as  two  or  more  of  them  can  fre- 
ly  be  combined. 


7.3-4     Maslw  Listing  or  Filet 

The  essential  feature  of  a  master  listing  or 
file  of  BLS  reporters  is  that  it  contain  a  com- 
plete listing,  arranged  in  some  convenient  order, 


of  all  BLS  reporters.  It  should  also  contain 
entries  for  former  reporters  whose  names  have 
been  cancelled  from  the  reporting  list  and  a 
record  of  any  changes  in  BLS  codes.  Two  al- 
ternative methods  of  setting  up  a  master  file  are 
discussed  below.  Still  other  methods  are,  of 
course,  possible. 

(a)  Master  Listikos  op  BLS  Retorters. 
The  Washington  office  has  supplied  Contract 
States  with  master  listings  of  firms  in  the  BLS 
sample  for  each  State.  These  contain  the  name, 
locations,  and  the  industry  codes  for  each  re- 
porter. These  listings  usually  consist  of  three 
parts,  the  first  arranged  in  BLS  industry  order, 
the  second  in  alphabetic  order,  and  the  third 
in  county  order  within  the  State.  BLS  master 
listings  have  been  prepared  for  the  active  re- 
porters in  the  sample  as  of  November  1944,  No- 
vember 1945,  and  November  1946.  These  list- 
ings serve  as  a  very  important  device  in  match- 
ing BLS  reports  with  their  corresponding  UC 
accounts  in  connection  with  preparation  of  the 
benchmark.  Also,  they  furnish  a  ready  index 
to  the  firms  in  the  BLS  sample.  This  list  can 
be  used  as  a  master  listing  if  entries  are  made 
on  it  for  firms  added  to  the  sample  after  the 
lilting  is  run,  and  if  cancellations  and  code 
changes  are  noted  on  it.  The  date  on  which 
all  such  amendments  to  the  original  listing  are 
made  ^ould  be  entered.  If  this  is  done  and  the 
amended  listings  for  each  year  arc  preserved, 
a  complete  historical  listing  of  BLS  reporters 
will  be  available. 

(b)  AnoRESsoGRAFH  Card  Files.  Many  Con- 
tract State  offices  maintain  a  master  alphabetic 
card  file  of  reporters.  This  has  the  advantage 
that  it  can  be  kept  up  to  date  more  readily  than 
the  listing.  If  the  State  uses  a  different  indus- 
trial code  number  than  the  Bureau,  some  of  the 
records  may  be  kept  in  State  code  order.  Then 
a  file  or  list  of  reporters  in  BLS  code  order,  car- 
rying both  the  BLS  codes  and  the  State  codes 
should  be  maintained  for  reference  purposes. 
Entries  for  cancelled  and  inactive  reporters 
should  be  maintained  in  one  of  the  files,  prefer- 
ably in  the  alphabetic  file. 


7.3-4    Ledger  Record  File 

(a)  Some  form  of  ledger  record  of  data  re- 
ported by  the  respondents  must  be  kept  in  the 
State  office,  since  the  shuttle  schedules  are  out  of 
the  office  for  most  of  each  month,  and  may  even 
be  lost. 

(b)  The  ledger  record  file  may  take  several 
forms.  It  may  consist  of  "office  record  cards,'* 
on  which  the  required  data  are  transcribed  by 
hand ;  "transfer  posting  cards,"  to  which  data 
are  mechanically  transcribed  from  a  specially 
prepared  machine  listing,  "machine  biUed 
cards,"  or  the  file  of  punch  cards  themselves. 
The  essential  feature  of  any  ledger  record  is  that 
it  present  a  continuous  record  of  the  reported 
data  on  employment,  pay  rolls,  and  man-hours. 
A  separate  card  should  be  set  up  for  each  report 
furnished  by  the  respondent  firms.  Since  in 
various  types  of  analysis,  it  is  frequently  neces- 
sary to  examine  the  data  reported  by  tiie  firm 
over  a  considerable  period  of  time,  it  is  essen- 
tial that  each  ledger  record  card  contain  entries 
for  at  least  6  months,  and  preferably  for  a 
longer  period.  If  punch  cards  with  1  month's 
data  entered  on  them  are  used  as  the  ledger 
record,  all  the  cards  for  a  firm  should  be  filed 
together  consecutively,  with  the  latest  month 
first.  Provision  must  be  made  for  obtaining 
machine  listings  of  the  firm  data  when  they  are 
needed. 

(c)  As  a  minimum,  each  ledger  record  card 
should  have  entered  on  it,  employment,  pay-roU, 
and  man-hour  figures,  the  number  of  establish- 
ments covered  by  the  report,  and  the  BLS  code. 
Significant  comments  from  the  firm  which  ex- 
plain important  variations  in  the  reported  data 
sliould  also  be  entered  on  the  card.  This  may  be 
done  if  desired  by  the  use  of  a  set  of  comment 
codes  similar  to  those  used  by  the  Washington 
office.  (See  fig.  6.20.)  All  man-hour  and  pay- 
roll data  must  be  reduced  to  a  one-week  basis. 
All  corrected  and  amended  data  must  be  entered 
on  the  card,  which  must  be  clearly  marked  to 
designate  which  set  of  data  was  used  in  pre- 
paring the  estimates  for  each  month.  The  cards 
should  be  filed  in  BLS  code  order,  or  in  State 
code  order. 


7.a-5     Mailing  Files 

To  insure  prompt  transmittal  of  schedules  be- 
tween the  Contract  State  and  the  reporting 
firms,  an  accurate  and  up-to-date  mailing  file  of 
firms  currently  considered  to  be  in  the  sample 
must  be  maintained.  Another  important  func- 
tion of  this  file  is  its  use  as  a  check  against  the 
schedules  for  the  new  year  to  determine  whether 
there  is  a  schedule  for  each  firm  and  whether 
all  the  proper  notations  have  been  made  on  the 
schedules.  The  necessary  notations  to  be 
entered  on  this  file  are  discussed  below : 

(a)  The  card  should  contain  the  name  and 
mailing  address  (including  the  postal  zone  num- 
ber) of  the  firm.  Additional  data  to  facilitate 
the  prompt  handling  of  schedules,  such  as  the 
names  of  company  employees  or  officials  to 
whose  attention  the  schedules  should  be  sent, 
and  the  location  or  plants  covered  by  the  sched- 
ule should  also  be  entered  on  the  card.  These 
data  should  be  included  on  each  schedule  sent 
to  the  company. 

N^ote. — ^Location  information  used  to  identify 
the  schedule  should  not  be  entered  in  the  box 
entitled  "Location  of  establishments  covered  in 
this  report"  which  is  to  be  filled  in  by  the  firm. 
For  example,  a  schedule  might  cover  three  sepa- 
rate West  Dakota  locations  which  would  be 
listed  in  the  box  by  the  firm.  In  order  to  iden- 
tify the  schedule  as  relating  only  to  locations  in 
that  State,  the  notation  "West  Dakota  loca- 
tions" can  be  entered  to  the  left  of  the  box. 

(b)  Notations  concerning  special  mailing  in- 
structions should  be  entered  on  the  cards.  The 
following  situations  i*equire  such  special  nota- 
tions : 

(1)  Many  firms  supplying  separate  reports 
to  the  Bureau  for  different  locations  or  activities 
wish  to  have  all  reports  mailed  together  to  the 
firm's  office.  For  purposes  of  mailing,  one  of 
these  reports  is  designated  as  an  "include"  and 
the  other  as  "send  with."  The  cards  corre- 
sponding to  these  schedules  should  be  properly 
cross-referenced  with  the  BLS  code  of  each 
"send  with"  entered  on  the  "include"  card  and 
the  BLS  code  of  the  "include"  listed  on  each 
"send  with"  card. 
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Moilins  ni«s — Continued 

(2)  Some  important  firms  are  regularly  con- 
tacted by  telegraph  or  telephone  if  their  reports 
are  not  received  by  a  certain  time  of  the  month. 
A  note  should  be  made  on  the  cud  as  to  when 
this  should  be  done  and  to  what  company  official 
or  employee  the  inquiry  ^ould  be  made. 

(8)  Other  special  mailing  instructions  such 
as  "Send  Duplicate,'*  "No  Second  Request" 
should  also  be  entered  on  the  card. 

(c)  The  card  should  contain  the  BLS  code 
of  the  firm.  If  the  State  uses  different  indus- 
trial codes,  the  State  code  should  also  be  entered 
on  the  card.  This  file  should  be  arranged  in  the 
order  most  convenient  to  the  State  agency.  In 
general,  an  arrangement  in  either  alphabetic  or 
industry  order  by  report  number  would  seem  to 
be  moet  satisfactory. 

(d)  Some  States  may  wish  to  use  an  addresp 
sograph  plate  in  preference  to  a  "card"  for  this 
file. 

7.1-6    D«linqu«nc)f  Control  Filo 

(a)  The  delinquency  control  file  is  required 
as  a  check  on  the  reporting  record  of  the  firms  in 
the  sample,  specifically  to  determine  whether 
reports  from  specific  firms  have  been  received 
for  a  givem  month,  and  to  determine  which  firms 
have  become  delinquent  in  reporting.  The  cards 
which  make  up  the  file  should  contain  at  least 
two  items:  (1)  the  BLS  code  number  of  the 
report,  and  (2)  space  in  which  a  notation  may 
be  made  each  month  indicating  the  receipt  of 
the  report.  Many  States  may  find  it  desirable 
to  combine  this  file  with  some  other  file,  particu- 
larly the  mailing  file  or  the  ledger  record  file. 

(b)  At  a  designated  cut-off  date  in  each 
moaUi,  the  cards  in  the  delinquency  control  file 
corresponding  to  reporters  which  have  sent  in 
their  schedules  for  the  current  month  should  be 
separated  from  those  which  have  not.  The  cards 


in  the  residual  file  represent  those  firms  to  which 
schedules  should  be  sent  as  second  requests.  If 
a  second  i*equest  is  sent  to  a  firm,  a  notation  in- 
dicating that  this  has  been  done  should  be  en- 
tered on  the  delinquency  control  card  in  the 
proper  space.  The  schedule  sent  should  also 
be  marked  "second  request";  the  BLS  codes 
and  establishment  locations  should  be  entered 
on  the  schedule.  If  a  schedule  has  to  be  returned 
to  a  firm  for  questioning,  that  fact  should  be 
noted  on  the  delinquency  control  card,  so  that 
second  requests  will  not  be  sent  to  the  firm.  At 
the  time  when  the  schedules  are  being  returned 
to  the  firm  for  the  next  month's  data,  the  de- 
linquency control  file  should  again  be  checked 
to  find  out  which  firms  did  not  report  at  all  dur- 
ing the  month,  and  new  schedules  should  be  pre- 
pared for  such  firms.  These  schedules  should 
be  marked  "second  request"  or  "third  request" 
as  the  case  may  be. 

(c)  Since  the  employment  estimates  are  pro- 
jected by  means  of  a  sample,  it  is  important  that 
the  sample  be  maintained  at  as  full  strength  as 
possible.  The  delinquency  control  file  should 
be  inspected  frequently  for  firms  which  have  not 
reported  for  several  months.  Special  letters 
should  be  written  to  these  firms  or  they  should 
receive  a  visit  fr<Mn  some  person  connected  with 
the  Contract  State  agency  to  request  them  to 
resume  reporting. 

(d)  If  the  delinquent  firm  fails  to  respond  to 
requests  to  resume  reporting,  it  should  be  can- 
celled from  the  reporting  list.  The  Washington 
office  should  be  informed  that  the  firm  has  been 
cancelled  on  the  standard  memorandum  for 
that  purpose  (fig.  6.26,  see  also  sees.  6.5-13  and 
6.6-14). 

7.3-7     Roforonco:  Fllot  off  Schodiilot  ffor  Provi- 
ous  Yoors 

The  use  of  files  of  schedules  for  previous  years 
as  a  record  is  indicated  in  section  6.8. 


7.4-1     Files  of  UC  Addressegroph  Cords— Con.        was  included  in  the  1947  benchmark. 


7 A     BENCHMARK  CONTROL  RLES  AND  OTHR  REFERENCE  FILES 


7j4-1     Filot  of  UC  A4drosso0raph  Coidt 

The  UC  agencies  maintain  reference  files  of 
their  accounts,  generally  arranged  in  employer 


serial  number  order  and  in  alphabetic  order. 
Since  UC  data  are  used  in  the  State  Employ- 
ment Statistics  Program  for  benchmarks,  it  is 
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frequently  necessary  to  have  information  re- 
garding particular  UC  accounts.  Therefore, 
reference  must  be  made  to  these  UC  files  very 
frequently.  Some  Contract  States  may  have  the 
files  of  UC  addressc^aph  cards  which  were  set 
up  when  the  State  Employment  Statistics  Pro- 
gram was  inaugurated  in  1945.  Three  runs  of 
these  cards  were  made^  from  which  the  follow- 
ing files  were  set  up:  (1)  straight  serial  num- 
ber, (2)  alphabetic,  and  (3)  UC  3-digit  indus- 
try (as  of  1945)  by  employer  serial  number. 
Because  of  the  extensive  amount  of  industry  re- 
classification which  took  place  when  the  UC 
agencies  switched  from  an  SSA  to  an  SIC 
coding  structure  in  manufacturing  at  the  be- 
ginning of  1947,  the  industry-employer  serial 
number  file  is  no  longer  very  useful,  particu- 
larly in  manufacturing.  Tlie  alphabetic  and 
straight  serial  number  files  will  still  be  of  scMne 
value  in  locating  particular  accounts,  however. 

7.4-2     Bonchmork   Control   File — General   De- 
scription 

In  connection  with  developing  the  1947  bench- 
mark tabulation  a  file  known  as  the  "benchmark 
control"  file  was  set  up  in  many  States.  (See 
fig.  7.1  for  a  copy  of  form  BLS  1904,  the  card 
used  in  making  up  this  file.)  Cards  are  in- 
cluded in  this  file  for  the  following  groups  of 
firms: 

(a)  UC  accounts  with  employment  above 
selected  cut-off  points  in  at  least  1  month  of 
the  first  quarter  1947  benchmark  period.  These 
are  the  larger  accounts  which  it  is  necessary  to 
check  in  each  benchmark  for  classification 
changes,  for  delinquency,  and  for  errors  in 
reporting. 

(b)  Firms  included  in  the  BLS  list  of  report- 
ing firms. 

7.4-3     Information  Included 

The  following  information  was  entered  on 
the  benchmark  control  cards  at  the  time  the  file 
was  set  up : 

(a)  The  name  of  the  firm. 

(b)  The  industry  under  which  the  account 


(c)  The  E.  I.  (Employer  Identification) 
number  of  the  corresponding  BOASI  account 
(for  BLS  reporters  only). 

( d )  The  locations  covered  by  the  UC  account. 

(e)  The  locations  covered  by  the  BLS  report 
(if  the  firm  reports  to  BLS). 

(f)  The  1947  UC  account  number. 

(g)  The  1945  and  1947  BLS  codes  (if  the 
firm  is  a  BLS  reporter). 

(h)  Employment  for  the  months  of  the  first 
quarter  of  1947  as  reported  to  UC  and  BLS. 

As  a  suppl^nent  to  the  "benchmark  control* 
file,  a  3  z  5  card  file  of  all  multiple  accounts, 
that  is,  those  for  which  the  UC  agency  has  ob- 
tained an  industry  and/or  area  break-down,  was 
set  up  in  either  straight  employer  serial  or 
alphabetic  order  and  cross-referenced  to  the 
benchmark  control  file.  This  additional  file 
was  necessary  because  multiple  unit  accounts 
often  give  rise  to  special  problems  and  diffi- 
culties in  any  matching  or  checking  project 

7.4—4     Arrangement  of  File 

The  benchmark  control  file  is  arranged  in 
1947  UC  industry  employer  serial  number  order, 
that  is,  in  the  same  order  as  the  1947  UC  bench- 
mark listing. 

7.4-5     Summary  off  Uses 

The  benchmark  control  file  can  be  used  for  a 
number  of  purposes.  It  was  used  when  the 
1947  benchmark  was  prepared  to  match  BLS 
reporters  with  their  corresponding  UC  accounts. 
Among  other  possible  uses  of  this  file  the  follow- 
ing are  especially  important: 

(a)  Its  use  as  a  record  of  sample  expansion. 

(b)  Its  use  as  a  device  in  checking  the  UC 
benchmark  Usting  for  delinquency,  classifica- 
tion changes,  errors  in  reporting  and  significant 
changes  in  the  larger  accounts  since  the  last 
benchmark  period. 

7.4-6     Uso  off  tho  Bonchmork  Control  Fllo  cm  a 
Record  of  Sample  Expansion 

(a)  In  the  discussion  of  the  use  of  the  bench- 
mark control  card  as  a  sample  expansion  record, 
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7.4-6     Us«  of  th*  Benchmark  Control  File  as  a 
iocord  of  Sample  Expansion— Con. 

ft  sample  selection  from  a  listing  of  UC  ac- 
counts is  assumed  for  illustrative  purposes. 
Other  methods  of  selecting  the  firms  to  be  solic- 
ited may  be  used.  Regardless  of  the  manner 
in  which  the  list  of  firms  is  prepared,  it  is  im- 
portant to  know  whether  any  firms  on  the  list 
are  already  BLS  reporters  or  if  any  of  them 
should  not  be  solicited  for  other  reasons.  It  is 
also  necessary,  if  the  firm  is  liable  to  UC,  to 
know  its  UC  account  number  and  employment 
at  the  latest  benchmark  period.  Further,  re- 
gardless of  how  the  solicitation  of  the  firm  is 
made,  it  is  essential  for  efficient  conduct  of  the 
program  to  have  a  record  of  the  various  steps 
in  the  sample  expansion  procedure,  and  of  the 
final  result  of  the  solicitation.  The  scheme  of 
checking  and  recording  these  items  as  described 
in  the  following  paragraphs  can  be  used  with 
relatively  minor  modifications  with  almost  any 
type  of  establishment  sampling  program. 

(b)  The  listing  of  UC  accounts  used  for 
selecting  the  firms  to  be  included  in  the  sample 
expansion  will  generally  be  either  the  latest 
benchmark  listing  or  a  listing  of  the  accounts  in 
the  benchmark  specially  arranged  for  the  pur- 
pose of  selecting  a  sample. 

(c)  The  accounts  to  be  solicited  for  addition 
to  the  sample  should  be  checked  off  on  the  UC 
listing.  These  items  should  then  be  compared 
with  the  cards  in  the  benchmark  control  file.  If 
a  card  corresponding  to  an  item  checked  on  the 
listing  is  found  and  the  card  indicates  that  the 
firm  is  already  reporting  to  BLS  or  that  the 
firm  should  not  be  contacted  for  addition  to  the 
sample  (see  item  3  on  the  card)  draw  a  line 
through  the  check  opposite  the  item  on  the  list- 
ing, to  indicate  that  the  firm  should  be  removed 
from  the  expansion  list.  In  all  other  cases 
where  a  benchmark  control  card  is  foimd,  with- 
draw it  from  the  file.  If  no  benchmark  control 
card  is  found  for  a  given  item,  one  should  be 
made  up,  and  the  UC  account  number,  the  em- 
ployment by  month  in  the  benchmark  period, 
and  the  locations  covered  by  the  UC  account 
entered  on  it. 


(d)  Check  the  newly  made  benchmark  cards 


against  a  complete  file  of  cards  for  UC  accounts 
arranged  in  employer  senal  number  order  to  get 
the  name  and  address  of  the  firm,  and  enter  it 
on  the  card.  The  benchmark  control  cards 
which  were  withdrawn  from  the  file  usually  will 
not  have  the  firms'  addresses  on  them,  so  these 
cards  must  be  checked  against  a  complete  file 
of  UC  accounts  arranged  either  in  alphabetic 
or  employer  serial  number  order  to  obtain  this 
information.  If  there  are  3  by  5  card  files  of 
1945  UC  accounts  available  in  the  Contract 
State  offices  as  much  use  should  be  made  of  them 
as  possible  before  the  files  at  the  UC  agency  are 
consulted. 

(e)  In  the  case  of  lienchmark  control  cards 
made  up  from  lists  of  firms  in  noncovered  indus- 
tries, enter  the  name  and  address  on  the  card 
from  the  list  Write  "Not  Subject"  in  the  space 
provided  for  UC  account  number  in  the  most 
recent  benchmark  period.  If  any  employment 
information  is  given,  enter  it  in  the  space  pro- 
vided for  UC  employment  in  the  latest  bench- 
mark period.  This  figure  should  be  followed  by 
noting,  in  parentheses,  the  period  for  which  the 
data  are  given  and  the  source  of  the  information 
should  be  entered  imder  item  (18)  "Remarks 
and  Comments."  The  source  will  generally  be 
the  agency,  organization  or  publication  from 
which  the  list  was  obtained. 

(f )  If  the  item  on  the  UC  listing  is  a  subac- 
count of  a  multiple  account,  item  (6)  on  the 
benchmark  control  card  should  be  checked  and 
proper  cross-references  made  on  the  3  by  5  file 
of  multiple  accounts.  If  it  is  desired  to  request 
a  report  for  an  additional  establishment  from 
a  firm  already  reporting  part  of  its  operations 
to  BLS,  a  benclmiark  control  card  cross-refer- 
enced as  completely  as  possible  with  the  cards 
for  the  units  already  reporting  to  BLS  should 
be  made  up. 

At  this  stage,  the  benchmark  control  cards  to 
be  used  for  sample  expansion  should  be  checked 
to  see  if  there  are  any  units  of  firms  which  are 
not  to  be  contacted  by  the  Contract  State  offi- 
ces.=  If  reports  are  desired  for  these  units  the 
Washington  office  should  be  requested  to  ask  the 
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Use  of  the  Benchmork  Control  File  os  a 
Record  of  Sample  Expansion — Con. 

companies  for  these  reports.  The  benchmark 
control  cards  should  be  held  until  the  Washing- 
ton  office  notifies  the  Contract  State  offices 
whether  or  not  the  reports  requested  have  been 
received  from  the  firms.  The  proper  notations 
should  then  be  made  on  the  benchmark  control 
cards  which  are  then  to  be  filed  back  in  the 
benchmark  control  file. 

(g)  In  item  13, "Schedule Form  Used:  BLS" 
enter  the  number  of  the  schedule  to  be  used  in 
soliciting  the  firm.  A  list  of  industries  with  the 
numbers  of  the  BLS  schedules  used  to  collect 
employment  data  for  each  is  given  in  section  6  2 
volume  II  of  the  Manual  This  schedule  num- 
ber will  serve  as  an  instruction  to  the  typists  as 
to  what  schedule  to  send  to  the  firm. 

(h)  At  one  time,  it  was  required  that  Con- 
tract States  receive  prior  permission  from 
Washington  to  contact  firms  in  sample  expan- 
sion. This  is  no  longer  required,  so  that  item 
(10)  of  the  benchmark  control  card  may  be 
ignored. 

(i)  Schedules  and  solicitation  letters  may 
now  be  prepared  from  the  remaining  benchmark 
control  cards  for  firms  solicited  for  sample  con- 
tect.  Any  special  instructions  on  individual 
firms  may  be  listed  on  a  slip  to  be  attached  to  the 
upper  right-hand  comer  of  the  front  (the 
"Benchmark  Control  Card^"  side)  of  the  card. 
The  date  each  request  is  sent  to  the  firm  is  to  be 
entered  under  item  (11)  on  the  card.  Space  is 
provided  for  three  requests  for  data.  The  Con- 
tract States  will  generaUy  wish  to  solicit  the 
firm  twice  to  secure  employment  reports,  but  the 
third  request  is  optional 

(j)  Solicitation  of  a  firm  may  have  any  of 
the  following  results : 

(1)  The  firm  fails  to  respond  to  the  request 
for  information. 

(2)  The  firm  definitely  refuses  to  report  or 
the  report  received  indicates  that  the  firm  should 
not  be  included  in  the  sample,  or  the  firm  is  out 
of  business. 

(3)  The  firm  supplies  an  employment  report 
to  the  BLS. 
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(k)  If  a  sufficient  period  of  time  (generally  1 
month)  has  elapsed  after  the  kst  request  for 
mformation  without  a  reply  from  the  firm,  the 
firm  can  be  classified  as  "nonrespondent."  The 
benchmark  control  cards  should  be  filed  back 
into  the  benchmark  control  file. 

(1)  If  the  firm  replies  to  the  request  to  report 
with  a  definite  refusal,  enter  the  reasons  under 
item  (16)  "Firm  Will  Not  Report"  on  the  card 
and  check  item  (3).  Then  ^  the  card  in  the 
benchmark  control  file.  If  the  firm  is  out  of 
busmess,  or  if  for  any  other  reason  the  firm 
should  not  be  included  in  the  sample,  this  in- 
formation should  be  entered  in  item  (17)  on  the 
card.  Item  (3)  should  also  be  checked  and  the 
card  filed  back  in  the  benchmark  control  file. 

(m)  If  the  firm  sends  in  a  schedule,  enter  the 
date  on  which  it  was  received  in  item  ( 11)  under 
the  request  (1st,  2nd,  or  3rd)  to  which  it  is  a 
reply.  List  the  locations  covered  by  the  report 
under  item  (7)  and  enter  the  product  or  activity 
information  given  in  section  I  of  the  schedule 
under  item  (14)  of  Uie  card.  The  employmMt 
reported  should  be  entered  on  item  (15).  In 
those  Contract  States  where  ledger  record  cards 
for  new  firms  are  made  up  as  soon  as  the  first 
report  is  received,  items  (14)  and  (15)  need 
not  be  filled  in. 

(n)  The  schedules  should  now  be  sent  to  the 
Washington  office  for  coding,  together  with  a 
copy  of  the  standard  memorandum  for  request- 
ing new  codes  from  Washington,  BLS  form 
ES-7  (figure  7.2).    The  date  this  material  is 
sent  should  be  entered  on  the  benchmark  control 
card  under  item  (12).    The  date  the  ES-7  is 
returned  from  Washington  with  the  codes  re- 
quested should  also  be  entered  in  item  (12) 
The  newly  assigned  BLS  code  (foUowed  by  the 
letter  N,  to  indicate  a  new  firm)  should  be  en- 
tered under  item  (8)  on  the  card  in  the  space 
for  the  most  recent  benchmark.    These  cards 
should  not  be  filed  back  into  the  benchmark 
control  file  untU  they  are  definitely  incorporated 
into  the  regular  BLS  sample. 

(o)  During  the  sample  expansion  program, 
the  benchmark  control  cards  for  the  firms  so- 
licited should  be  kept  in  a  processing  order  file 
set  up  as  follows: 
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(1 )  Cftnis  for  firms  which  have  received  first 
requests  for  data. 

(2)  Cards  for  firms  which  have  received  sec- 
ond requests. 

(3)  Cards  for  firms  which  have  received  third 
requests  (if  any). 

(4)  Cards  few  reports  which  have  been  sent 
to  Washington  for  coding. 

(6)  Cards  for  reports  for  which  codes  have 
been  received  from  Washington  but  which  have 
not  yet  been  incorporated  into  the  sample. 

(p)  Within  each  group  the  cai-ds  may  be  filed 
in  any  desired  order,  but  an  alphabetic  arrange- 
ment is  probably  best  for  most  purposes.  Cards 
for  firms  involved  in  correspondence,  whether 
with  the  company  or  with  the  Washington  oflSce, 
may  be  kept  either  in  a  separate  file  or  in  the 
regular  file  and  marked  with  identifying  tabs. 
Since  so  many  cards  must  be  withdrawn  from 
the  boichmark  control  file  when  a  sample  ex- 
pansion program  is  conducted,  it  is  su^ested 
that  sample  expansion  be  kept  at  a  minimum 
dunng  the  time  an  adjustment  to  a  new  bench- 
mark is  being  prepared. 

(q)  The  industry  to  be  entered  under  item 
(4)  "1947  Industry"  is  the  same  as  that  in  which 
the  account  was  included  in  the  1947  benchmark. 
This  may  differ  from  the  code  assigned  by  BLS 
to  the  new  firm  but  its  use  satisfies  the  policy 
requirement  that  the  classification  of  the  firm 
used  in  preparation  of  the  1947  benchmark  is  to 
be  used  until  the  next  benchmark  period. 

(r)  The  benchmark  control  cards  will  not 
only  furnish  a  complete  record  of  the  results  of 
the  sample  expansion  program  but  also  through 
the  use  of  the  dating-in  process  embodied  in 
items  (11)  and  (12)  will  provide  a  control  over 
the  various  steps  of  the  process.  The  employ- 
ment information  given  in  item  (15)  can  be 
used  to  supplement  the  regular  reporting  sample 
until  such  time  as  the  report  is  incorporated  into 
the  sample. 

7A-^     Contacting   Muftiiinlt  Finns   In   Sample 
Expansion 

Firms  operating  several  establishments  which 


cut  across  industry  lines  present  a  real  problem 
in  industry  classification  when  they  are  unable 
to  supply  separate  establishment  reports.  Since 
vertically  organized  firms  (for  example,  a  steel 
cranpany  which  obtains  ore  from  its  own  mines 
has  a  fleet  of  ore  ships,  its  own  railroad,  etc.) 
account  for  such  a  large  segment  of  total  non- 
agricultural  employment,  employment  figures 
would  lose  a  great  deal  of  significance  by  indus- 
try if  each  such  firm  filed  one  report  for  all  its 
operations.  Such  firms  also  frequently  present 
difficulties  in  preparing  area  estimates. 

Moreover,  horizontally  organized  firms  (mul- 
tiunit  firms,  all  of  whose  units  are  classifiable  in 
the  same  industry)  which  cover  several  areas 
present  a  problem  in  area  classification.  Em- 
ployment estimates  by  industry  by  area  would 
be  seriously  deficient  in  certain  areas  if  all  hori- 
lontally  organized  firms  filed  only  national 
reports. 

It  is  therefore  the  BLS  policy  to  solicit  re- 
ports as  follows  from  multiunit  firms  (in  the 
order  of  preference) : 

(a)  Each  local  establishment  should  be  so- 
licited for  a  report  to  shuttle  between  the  estab- 
lishment and  the  Contract  State  agency  or  the 
Washington  BLS  office  if  there  is  no  contract 
agency. 

(b)  If  not  successful,  go  up  the  company's 
admiiiistrative  line  within  the  State  in  an  at- 
tempt to  obtain  the  report.  Some  compromise 
may  be  necessary.  The  company  may  wish  to 
file  combined  reports  from  one  or  more  State 
offices.  Attempts  should  be  made  to  limit  the 
combinations  to  establishments  in  the  same  in- 
dustry in  the  same  area.  If  necessary  to  avoid 
combinations  which  cross  industry  or  area  lines 
(important  areas,  at  any  rate),  reports  from  a 
suitable  sample  of  the  company^s  establishments 
in  the  Stato  instead  of  from  all  establishments 
are  acceptable.  As  a  last  resort,  a  Regional  or 
U.  S.  report  is  acceptable.  Whatever  reports 
are  obtained  should  shuttle  between  the  report- 
ing agency  and  the  Stato  contract  agency,  if 
possible. 

(c)  If  negotiations  within  the  Stato  are  not 
fruitful,  the  Washington  office  of  BLS  should 
be  notified  for  whatever  help  it  may  render.  A 
solicitation  through  the  company's  home  office 
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may  yield  <me  of  the  arrangements  in  (a)  or 
(b)  above,  or  some  other  reporting  system  such 
as  reports  by  industry  and  area  between  the 
home  office  and  Washington. 

In  summary— to  meet  close  operating  sched- 
ules, the  objective  is  to  obtain  reports  from  the 
lowMt  administrative  units  of  the  company  as 
possible  (for  example,  the  individual  establish- 
ment ;  next,  a  district  office  within  a  State ;  next, 
ft  State  office;  ete.).  Experience  has  indicated 
that  delays  in  reporting  are  avoided  if  the  re- 
porting agency  does  not  have  to  await  and  then 
consolidate  reports  from  many  locations.  AnS, 
if  there  is  a  Contract  State  agency,  time  is  saved 
by  having  the  reports  sent  there  by  the  reporting 
agency  rather  than  to  Washington. 

Finally,  the  list  of  national  firms  not  to  be 
contacted  by  Contract  State  agencies  for  em- 
ployment reports  on  BLS  forms  (see  fig.  6.28, 
vol.  n)  must  be  observed  strictly. 

7A-%     Use  off  the  Benchmark  Control  Rio  ffor 
Checking  Benchmarks 

(a)  When  a  new  benchmark  is  prepared  the 
benchmark  control  file  can  be  used  as  a  device 
for  checking  the  larger  accounts  in  each  indus- 
try for  delinquency,  errors  in  reporting,  classi- 
fication changes,  and  significant  changes  since 
the  last  benchmark.  In  general,  only  the  largest 
firms  which  account  for  30  to  50  percent  of  the 
total  employment  in  each  2-digit  industry  and 
all  other  accounts  with  more  than  100  employees 
should  be  checked.  The  benchmark  control  file 
contains  a  number  of  entries  for  smaller  firms; 
for  example,  BLS  reporters  with  employment 
below  these  cut-off  points.  These  may  be  passed 
over  in  the  checking  process. 

(b)  When  a  new  UC  benchmark  listing  is 
received,  as  for  example  a  1948  benchmark,  com- 
pare it  with  the  benchmark  control  file.  For 
each  account  on  the  listing  above  the  cut-off 
points  for  which  there  is  a  benchmark  control 
card,  place  a  double  check  on  the  listing  and 
enter  the  employment  for  each  month  of  the 
1948  benchmark  quarter  on  the  card.    Also, 


place  a  check  in  Uie  space  for  the  1948  account 
number  to  indicate  that  it  has  not  been  changed 
since  the  1947  benchmark  listing  was  run. 

(c)  Place  a  single  check  after  each  item  on 
the  1948  benchmark  listing  for  which  no  bench- 
mark control  card  was  found  and  which  shows 
employment  above  the  cut-off  points.  Also  pull 
from  the  file  each  benchmark  control  card  show- 
ing employment  above  the  cut-off  points  in  the 
1947  benchmark  period  and  for  which  no  item 
was  found  on  the  1948  benchmark  listing. 
These  cards  correspond  to  the  following  classen 
of  accounte : 

(1)  Accounts  for  which  there  has  been  a 
change  in  employer  serial  number  and/or  indus- 
try code  since  the  1947  benchmark  listing  was 
run. 

(2)  Accounts  which  have  become  nonliable  to 
UC  since  the  1947  benchmark  was  prepared. 

These  cards  should  be  checked  against  the  files 
at  the  UC  agency  for  the  1948  UC  account  num- 
bers which  should  be  entered  in  the  proper  place 
on  the  card.  If  there  are  any  cards  for  accounts 
which  were  nonliable  in  the  1948  benchmark 
period,  write  "nonliable"  in  the  spaces  on  the 
card  for  the  1948  UC  account  number  and  the 
1948  benchmark  employment  The  remaining 
cards  should  then  be  checked  against  the  1948 
benchmark  listing  and  the  UC  employment  data 
for  the  1948  benchmark  period  entered  on  the 
card.  Each  item  on  the  listing  for  which  a 
card  is  found  should  be  indicated  with  a  double 
check. 

(d)  Some  of  the  items  on  the  listing  with  em- 
ployment  above  the  cut-off  points  for  which  no 
cards  were  found  as  a  result  of  the  preliminary 
comparison  of  the  cards  with  the  listing  items 
will  have  been  matehed  when  the  1948  UC  ac- 
count numbers  for  the  cards  for  which  no  list- 
ing items  were  found  are  located.  Benchmark 
control  cards  should  be  made  up  for  those  re- 
maining listing  items  checked  off  because  they 
had  employment  above  the  cut-off  in  the  1948 
benchmark  period  and  for  which  no  bench- 
mark control  cards  were  found.  These  repre- 
sent accounts  in  the  following  three  classes : 

(1)  Accounts  which  had  employment  below 
the  cut-off  points  in  the  1947  benchmark  period, 
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7.4-8     Us*  of  the  Benchmark  Confrel  File  for 
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but  which  had  no  change  in  either  industry  or 
employer  serial  number  since  the  1947  bench- 
mark period. 

(2)  Accounts  which  had  employment  below 
the  cut-off  points  in  the  1947  benchmark  period 
and  which  had  a  change  in  industry  and/or 
employer  serial  number  since  the  1947  bench- 
mark period. 

(8)  Accoimts  newly  liable  to  TIC  since  the 
1947  benchmark  period. 

The  1948  account  number  and  employment 
data  can  be  entered  from  the  1948  benchmark 
listing.  The  name  of  the  firm  and  the  1947  ac- 
count number  can  be  obtained  from  files  at  the 
UC  agency  in  employer  serial  number  order. 
If  there  is  available  a  file  of  3  by  6  UC  addr^s- 
<^raph  cards  for  1945  in  employer  serial  number 
order  in  the  Contract  State  offices,  this  should  be 
consulted  first  as  the  desired  information  can 
be  obtained  from  this  file  for  all  accounts  for 
which  there  has  been  no  change  in  account  num- 
ber between  1945  and  1948.  The  1947  UC  em- 
ployment data  is  obtained  frcan  the  1947  bench- 
mark listing.    If  any  account  was  found  to  be 


nonliable  in  1947,  write  **nonliable''  in  the  spaces 
on  the  cards  for  the  1947  UC  account  number 
and  1947  employment  data. 

(e)  For  those  accounts  with  emplo3mient 
above  the  cut-off  points  which  are  also  BLS  re- 
porters, the  BLS  employment  for  the  1948 
benchmark  quarter  and  the  1948  BLS  code  (if 
different  from  the  1947  code)  should  be  entered 
on  the  card.  The  employment  data  can  be  ob- 
tained from  the  ledger  record  cards  used  to 
record  employment,  pay-roll,  and  man-hour 
(lata  for  individual  firms.  If  no  code  change 
occurred  between  1947  and  1948,  put  a  check  on 
the  card  in  the  space  provided  for  the  1948  BLS 
code.  If  the  firm  was  removed  from  the  BLS 
reporting  list  or  failed  to  report  for  the  period, 
write  "cancelled"  or  "not  reporting"  as  the  case 
may  be,  in  the  space  provided  for  the  1948  BLS 
employment  information  on  the  card. 

(f)  The  benchmark  control  cards  which  were 
withdrawn  from  the  file  and  those  which  were 
newly  made  up,  should  now  be  filed  back  in  the 
benchmark  control  file.  The  file  is  now  ready 
for  use  in  making  an  analysis  of  the  larger  ac- 
coimts in  each  3-digit  industry  in  the  1948 
benchmark. 


7.5     ANNUAL  REPORT  OF  STATE  EMPLOYMENT  ESTIMATES 


73^1     Ncrture  and  Purpose  of  Report 

Forms  BLS  1830,  1830A,  1830-x  are  stand- 
ardized official  reports  and  permanent  records 
of  monthly  estimates  of  total  employment,  pro- 
duction workers,  and  nonproduction  workers,  by 
State  by  industry.  The  forms  are  used  by 
Contract  State  offices  in  transmitting  estimate.^ 
to  Washington;  are  used  by  the  Washington 
office  as  a  permanent  record  sheet;  and  are 
recommended  for  use  by  Contract  State  offices 
as  a  transmittal,  record  and  worksheet  device. 
(See  figs.  7.3,  7.4,  and  7.5  for  examples  of  these 
reports.) 

73-2     Coverage 

(a)    ItEWS  ESTIMATSD. 

(1)  Form  BLS  1830  provides  for  estimates 
of  total  employment,  production  workers,  and 
iMmproduction  workers,  in  manufacturing  ini- 
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dustries.  A  separate  sheet  is  used  for  each  type 
of  worker  reported.  Do  not  show  two  different 
kinds  of  workers  on  the  same  sheet.  When  total 
employment  is  reported  on  BLS  1830,  provision 
is  also  made  for  summarizing  total  nonagricul- 
tural  employment. 

(2)  Form  BLS  183a-A  provides  for  esti- 
mates of  total  employment  in  selected  non- 
manufacturing  industries. 

(3)  Form  BLS  1830-x  provides  for  estimates 
for  any  finer  industry  detail  for  which  the  State 
prepares  estimates  other  than  are  shown  on 
Forms  1830  and  1830-A. 

(b)    iKDUffTRIAL  DbTAIL. 

(1)  Estimates  for  the  following  industrial 
categories  are  to  be  reported  on  Form  BLS 
1830 :  nonagricultural  total ;  each  of  eight  indus- 
trial divisions ;  each  of  the  SIC  2-digit  indus- 
trial major  .groiq)S  in  manufacturing.;  and.the 
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BLS  durable  and  nondurable  goods  subtotals 
in  the  manufacturing  division.  The  durable 
subtotal  is  the  sum  of  major  groups  19,  24,  25, 
32,  33,  34,  35,  36,  37,  and  38.  The  nondurable 
subtotal  is  the  sum  of  the  remaining  manufac- 
turing major  groups. 

(2)  Estimates  for  certain  nonmanufacturing 
industry  categories  are  to  be  reported  on  Form 
1830-A.  The  stub  of  this  form  lists  all  SSA  2- 
digit  industries  (with  some  combinations)  in  all 
the  nonmanufacturing  major  divisions  except 
construction  and  government.  The  industry 
categories  listed  below  represent  the  minimum 
amoimt  of  industrial  detail  which  must  be  sub- 
mitted on  the  report. 

Mining  and  Quarrying  (SSA  10-14) .  Each 
2-digit  industry  in  this  division. 

Transportation,  Communications,  and  Util- 
ities (SSA  40-49). 

Interstate  railroads  (SSA  40). 
Other  transportation  (SSA  41-45). 
Communications  and  Utilities  (SSA  46, 
48,49). 
Trade  (SSA  50-59). 
Wliolesale  trade  (SSA  50, 51,  and  whole- 
sale segment  of  52). 
Ketail  trade  (SSA  63-59  and  retail  seg- 
ment of  52) . 
Finance,  Insurance,  and  Real  Estate  (SSA 
60-67). 
Service  (SSA  70, 72-76, 78-83, 86) . 
Miscellaneous  (SSA  07-09,  99). 

(3)  Form  BLS  1830-x  is  designed  for  the 
submission  of  all  industry  detail  not  provided 
for  on  Forms  BLS  1830  and  1830-A.  This  in- 
cludes published  3-digit  industries  in  manu- 
facturing. 

73-^     Frequency  Due  Dote  ond  Cut-off  Dote 

These  annual  reports  are  to  be  prepared  for 
receipt  in  Washington  between  February  1  and 
April  1  of  each  year.  Each  report  should  con- 
tain the  latest  data  and  revisions  available  at 
the  time  of  the  preparation  of  the  report,  but  in 
no  event  should  the  cut-off  be  earlier  than  Jan- 
uary 31. 

The  report  made  each  year  is  in  a  sense  two 
separate  reports :  a  final  report  for  the  year  pre- 


ceding the  latest  benchmark  and  for  the  boich- 
mark  period  itself,  and  a  preliminary  report  for 
the  period  beginning  with  the  first  month  fol- 
lowing the  benchmark  quarter  through  the  most 
recent  month  for  which  data  are  available  at  the 
time  the  report  is  prepared. 

These  due  dates  are  set  so  as  to  permit  ad- 
justment of  estimates  for  both  the  year  preced- 
ing the  benchmark  period  and  for  the  year 
including  the  benchmark  period  to  new  bench- 
mark data. 

Example. — ^The  annual  repoit  pi-epared  for 
1948  should  reach  Washington  between  Febru- 
ary 1,  1949,  and  April  1,  1949.  All  estimates 
should  be  adjusted  to  first  quarter  1948  bench- 
marks. The  report  should  present  a  final  ad- 
justment of  all  the  estimates  for  all  the  months 
of  1947  and  the  first  quarter  of  1948  and  a  pre- 
liminary adjustment  of  estimates  from  April 
to  November  1948  (or  January  1949,  if  the  latter 
due  date  is  used).  A  final  set  of  estimates  for 
1948,  adjusted  to  first  quarter  1949  benchmarks 
will  be  prepared  between  February  1, 1960,  and 
April  1, 1950. 

These  due  dates  are  made  on  the  assumption 
that  first  quarter  benchmarks  will  be  used  in  the 
preparation  of  the  estimates.  If  in  some  future 
year  a  third-quarter  benchmark  is  used,  the  due 
dates  will  be  changed  as  explained  below.  In 
this  case,  the  benchmark  listing  is  to  be  run  as 
soon  as  possible  after  the  ES-203  for  the  year 
is  run,  that  is,  immediately  after  July  31  of  the 
following  year.  The  estimates  are  to  be  revised 
to  the  new  benchmark  and  the  annual  report 
submitted  to  Washington  by  November  1.  For 
example,  the  third  quarter  1945  benchmark  list- 
ing was  due  on  July  31, 1946,  and  the  revisions 
of  the  estimates  for  1945  and  the  first  six  to  nine 
months  of  1946  were  to  be  completed  and  the 
annual  report  embodying  these  revisions  sent  to 
Washington  by  November  1, 1946.  The  States 
will  be  notified  of  any  deviations  from  this 
general  policy  on  due  dates. 

Note. — In  a  few  instances,  circumstancee  in  a 
particular  State  may  require  some  modification 
of  the  regular  procedure  with  respect  to  both 
fi"equency  and  extent  of  revision  of  estimates. 
Such  special  circumstances  should  be  brought  to 
the  attention  of  the  Washington  office  by  the 
Contract  State  office. 
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7 J-4     Hifiiibtr  and  DistribuHon  off  CopiM 

The  number  of  copies  to  be  prepared  is  op- 
tional except  that  one  copy  is  to  be  submitted 
to  the  BLS  Washington  office  and  one  copy  to 
the  BLS  regional  office. 

Any  State  which  desires  a  large  number  of 
c<^ies  of  the  reports  is  authorized  to  duplicate 
an  executed  copy  of  the  report  provided  the 
duplicated  form  is  a  substantial  facsimile  of 
BLS  1830, 183a-A,  or  1830-x. 

7J5-5     tottiKHng  of  Nwmbws 

All  estimates  shown  on  the  reports  are  to  be 
exact  work-sheet  figures,  and  are  not  to  be 
rounded.  Estimates  for  each  subgroup  should 
add  to  the  total  shown  for  the  group,  except  for 
the  averages  shown  in  column  16  (see  sec.  7.5-6 

7S^    Hmh  Instrwctient 

(a)  HsAiHiras. 

(1)  The  title  is  to  include  the  type  of  em- 
ployment being  reported  (total,  production,  or 
nonproduction)  and  the  year  which  the  data 
cover. 

(2)  The  right-hand  comer  is  to  contain  the 
name  of  the  State  for  which  employment  is  re- 
ported ;  the  BLS  r^on  to  be  designated  by  the 
dty  location  of  the  Begional  office;  and  the  date 
on  which  the  estimates  are  being  transmitted. 

(8)  Hie  left-hand  comer  shows  the  date  of 
the  latest  benchmark  to  which  the  estimates  have 
been  adjusted. 

(b)  Counm  1 — ^Industst  Stub.  The  stub 
of  BL8  Form  1830  has  been  prepared  to  include 
data  to  which  most  frequent  reference  is  made, 
and  to  give  a  summary  of  total  employment  in 
nonagriciiltural  employment.  The  stub  of  BLS 
Form  1830-A  is  designed  to  include  data  on  se- 
lected nonmanufacturing  industries  on  which 
the  Washington  office  expects  to  issue  separate 
■nminaries.  The  numbers  in  parentheses  foUow- 
ing  the  industry  titles  are  SSA  codes. 

The  stub  of  BLS  Form  1830-x  has  been  left 
blank  and  the  estimates  entered  <m  it  should  be 
IMed  in  itraii^t  SIC-SSA  order. 


(c)  CoLUMif  2 — ^Publication  Codb.  The  col- 
umn headed  "Publication  Code"  is  designed  to 
identify  those  industrial  categories  which  are 
published  in  combinations  rather  than  sepa- 
rately by  the  State  offices.  The  method  of  post- 
ing tbe  column  is  illustrated  by  the  following 
example.  Suppose  that  West  Dakota  publishes 
separate  estimates  for  each  of  the  categories 
listed  in  the  stub  of  BLS  Form  1830  except  for 
the  following  combinations  of  industries:  (1) 
Textiles,  apparel,  and  leather;  and  (2)  Trade, 
finance,  service,  and  miscellaneous.  In  this  case, 
the  West  Dakota  report  should  show  in  column 
2  the  number  "1'^  opposite  the  stub  entries  for 
Textile  mill  products,  apparel  and  finished  tex- 
tiles, and  leather;  the  number  "2"  opposite  the 
stub  entries  for  Trade  and  for  Finance,  service, 
and  miscellaneous.  All  other  lines  in  column  2 
should  be  blank.  Thus  the  entry  in  column  2 
id^itifies  which  are  combined  and  shows  the 
context  of  the  combination. 

(d)  Oh^uxn  8 — Pbojictioit.  This  column 
must  be  filled  in  for  every  industry  for  which 
an  estimate  is  submitted  except  for  those  op- 
posite which  an  '^x"  appears  in  column  3.  The 
codes  to  be  used  are  those  indicated  in  the  upper 
left-hand  comer  of  these  form?. 

ExAMTUB. — ^If  the  Primary  Metal  Industries 
have  been  projected  by  the  BLS  sample  and  the 
ES-202's  have  been  used  for  the  Electrical  Ma- 
chinery industry,  columns  (1)  and  (3)  should 
read: 

fnJtMlry  {Ool.  1)  ProfeeHm  (Ool.  S) 

Primary  metal  Indoitrles 1 

Bleetrlcal  machinery S 

If  tn  industry  has  been  projected  by  an 
*V)th«r''  method,  or  a  c<Mnbination  of  methods 
during  the  year,  the  nimiber  "4"  should  be  en- 
tered in  column  (3)  and  a  description  of  the 
special  techniques  should  be  submitted  with  the 
report  If  one  method  has  been  used  for  a  part 
of  an  industrial  category  and  another  method 
iot  another  part,  the  number  "4''  is  entered  in 
column  (8)  and  the  explanation  submitted  with 
the  report. 

(e)  CoLuiois  4-15— Months.  Enter  month- 
ly estimatea 


7J-6     Item  Instrucfions— Continued 

(f)  Column  16— Average.  The  average  of 
the  twelve  monthly  estimates  is  to  be  computed 
for  each  industrial  category  and  entered  in 
column  16.  Show  the  actual  mean  value  of  the 
twelve  monthly  figures  for  the  category ;  do  not 
force  the  averages  of  subgroups  to  add  exactly 
to  the  average  shown  for  the  group.  The  sub- 
group averages  will  add,  of  course,  to  group 
averages  except  for  minor  rounding  errors  in- 
troduced in  the  computations. 


7.5-7     Remarks,  FootnotM,  and  Cemmenlt 

All  changes  in  employment  in  excess  of  five 
percent  between  consecutive  months  should  be 
explained.  These  explanations  along  with  all 
other  remarks,  special  footnotes,  and  comments 
should  be  assembled  on  supplementary  standard 
letter-size  sheets  under  the  title  "Eemarks,  foot- 
notes, and  comments  on  the  194-  Annual  Re- 
port of  State  Employment  Estimates  for 
(State) ,  Prepared  (date) .»  Copies  of  the  sup- 
plementary sheets  must  accompany  each  copy 
of  the  report. 


7.6     REGUUR  MONTHLY  REPORTS 


7.^1     Nolur*  and  Purpose  of  Reporf 

Forms  BLS  1932  and  BLS  1933  are  standard- 
ized official  reports  of  monthly  estimates  of  total 
employment,  production  workers,  and  nonpro- 
duction workers,  by  State,  by  industry.  The 
forms  are  used  by  Contract  State  offices  in  trans- 
mitting estimates  to  Washington.  (See  figs.  7.6 
and  7.7  for  examples  of  these  reports.) 

7.6-2     Coverage 

(a)  I-nacs  Estimated.  Forms  BLS  1932  pro- 
vides for  estimates  of  total  employment,  produc- 
tion workers,  and  nonproduction  workers  for 
each  of  the  2-digit  manufacturing  industries, 
while  form  BLS  1933  provides  for  estimates  of 
total  employment  for  selected  nonmanufactur- 
ing totals  and  for  a  summary  of  total  nonagri- 
cultural  employment.    On  each  report,  data  are 
to  be  posted  for  the  current  month  (to  which 
the  report  refers),  the  immediately  preceding 
month  (revisions  of  figures  from  the  preceding 
report  should  be  indicated  with  an  asterisk)  and 
the  current  month  1  year  ago.    It  is  intended 
that  reports  submitted  on  this  form  be  as  nearly 
final"  as  the  due  date  will  permit.    Therefore 
few  revisions  should  be  necessary  before  the  es- 
tablishment of  the  next  new  benchmark.    Any 
important  revisions  for  months  other  than  those 
shown  on  the  face  of  the  report  should  be  re- 
ported to  Washington  by  memorandum, 
(b)  Industrial  Detail. 

(1)  Estimates  for  the  following  industrial 
categories  are  to  be  reported  on  form  BLS  1932 : 


total  manufacturing;  each  of  the  SIC  2-digit 
industrial  major  groups  in  manufacturing ;  and 
the  BLS  durable  and  nondurable  goods  sub- 
totals in  the  manufacturing  division.  The  dur- 
able subtotal  is  the  sum  of  major  groups  19  24 
25, 32, 33, 34, 35, 36, 37,  and  38.  The  nondurible 
subtotal  is  the  sum  of  the  remaining  manufac- 
turing major  groups. 

(2)  Estimates  for  the  following  industrial 
categories  are  to  be  reported  on  form  BLS  1933 : 

Mining    and    Quarrying    (SSA    10-14). 
Each  2-digit  industry  in  this  division. 

Transportetion  and  Utilities  (SSA  40-49)  : 
Interstote  railroads  (SSA  40). 
Other  transportation  (SSA  41-45). 
Communications  and  public  utilities 
(SSA  46,  48,  49). 

Trade  (SSA  60-69) : 

Wholesale  trade    (SSA  50,  51,  and 

wholesale  segment  of  62). 
Betail  trade  (SSA  5a-59  and  retail 

segment  of  62). 

Finance,  Insurance,  and  Beal  Estate  (SSA 
60-67). 

Service  and  Miscellaneous  (SSA  70, 72-76 
78-83,  86;  07-09,  99): 
Miscellaneous  (SSA  07-09, 99). 

Construction  (SSA  15-17). 

Government. 

Manufacturing  (total  employment). 

Total  Nonagricultural  Employment. 
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7j&^    H*m  IntfrwcHont 


TiMBe  ure  monthlj  reports  and  ahould  be  re- 
iseived  in  Washington  not  later  than  the  end  of 
the  second  month  following  the  current  month 
to  which  the  report  refers.  For  example,  the 
report  for  January  1947  should  be  received  in 
Waahingtfm  not  later  than  March  31, 1947. 

7jb-4     Number  of  Copies 

The  number  of  copies  in  which  the  reports  are 
prepared  is  optional.  However,  one  copy  of 
each  report  must  be  sent  to  the  BLS  Washington 
office  and  one  copy  to  the  BLS  regional  office. 

7.A-J     tounding  of  Numbers 

All  estimates  shown  on  the  reports  are  to  be 
exact  worksheet  figures  and  are  not  to  be 
immded.  Estimates  for  each  subgroup  should 
add  to  the  total  shown  for  the  group.  Jn  man- 
ufacturing, production  and  nonproduction 
workers  should  total  to  the  all  employees  figure 
lor  each  item. 


(a)  HZAOIKQB. 

(1)  The  title  is  to  include  the  current  month 
and  the  year  to  which  the  data  relate. 

(2)  The  right-hand  comer  is  to  contain  the 
name  of  the  State  for  which  employment  is 
reported ;  the  BLS  region  to  be  designated  by 
the  city  location  of  the  regional  office ;  and  the 
date  of  the  latest  benchmark  to  which  the  esti- 
mates have  been  adjusted. 

(b)  Ihdustrt  Stub.    The  stubs  of  the  tables 

have  been  prepared  to  include  data  to  which 
most  frequent  reference  is  made.  The  numbers 
in  parentheses  following  the  titles  of  the  indus- 
tries are  SIC-SSA  industry  codes. 

7jb-^     Removlcs 

All  unusual  changes  in  employment  levels 
should  be  explained  on  the  reverse  side  of  the 
form  along  with  other  pertinent  comments. 


7J     CHARTS 


7.7-1     General 


Charts  form  a  very  valuable  visual  aid  in  the 
analysis  of  the  employment  estimates.  They 
can  be  used  to  point  out  significant  trends,  thus 
providing  a  useful  adjunct  to  the  economic 
analysis  of  the  data.  From  the  standpoint  of 
technical  procedure,  an  intelligent  reading  of 
the  charts  may  reveal  errors  in  the  basic  data, 
such  as  those  arising  from  misinterpretation  of 
the  $8,000  clause  by  firms  reporting  to  UC,  or 
in  the  estimates  themselves,  as  for  example  the 
downward  bias  arising  from  the  use  of  the  link- 
relative  method.  Examination  of  the  charts 
may  give  rise  to  ideas  for  improvement  of  esti- 
mating techniques.  Charts  may  also  be  used 
as  a  guide  to  determine  which  of  alternative 
prooedureB  results  in  the  better  estimates.  It 
is  important,  therefore,  that  a  complete  set  of 
charts  of  the  employment  series  be  prepared  and 
kept  up  on  as  current  a  basis  as  possible.  This 
set  should  include  charts  for  all  industries  for 
which  estimates  are  prepared,  all  published 
oombinaticms  of  them,  the  eight  major  indus- 


trial divisions,  and  total  employment  in  non- 
agricultural  establishments.  Both  preliminary 
and  revised  series  should  be  plotted  on  the 
charts.  ES-202  and  ES-203  daU,  the  bench- 
mark totals  before  adjustment  for  classification 
and  for  the  small-firm  multiplier,  and  any  other 
significant  data,  such  as  employment  shown  in 
the  Census  of  Manufactures,  should  be  entered 
on  the  charts.  For  manufacturing  industries,  a 
separate  set  of  charts  showing  production 
worker,  nonproduction  worker,  and  total  em- 
ployment should  be  kept.  A  similar  set  may  also 
be  prepared  for  those  nonmanufacturing  indus- 
tries for  which  production  and  nonproduction 
estimates  are  made.  The  charts  should  cover 
a  five-year  period,  with  a  one-year  overlap  be- 
tween charts  for  successive  periods.  For  ex- 
ample, the  first  set  of  charts  would  contain  data 
for  1943  through  1947,  while  the  second  set 
would  contain  data  for  1947  Uirough  1951.  All 
charts  should  be  marked  as  to  the  State,  indus- 
try, and  period  covered  by  the  data,  and  each 
aeries  plotted  should  be  clearly  distinguished 
from  the  other  aeries  on  the  charts. 
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RGURE  7.t 

U.  S.  DEPARTMENT  OF  LABOR 

Bureau  of  Labor  Statistics 

washington  25 

MEMORANDUM  OF  TRANSMITTAL  Date 

TO: 

FROM: 

SUBJECT:  Nonconstniction  industries— flchedules  for  BLS  coding. 

Instructions:  This  form  should  be  prepared  in  duplicate  by  Regional  or  State  office  and  sent  to 
Washington  with  initial  reports  for  BLS  coding.  Original  copy,  with  BLS  codes  assigned,  will 
be  returned  to  Regional  or  State  office  and  duplicate  will  be  retained  in  Washington. 


To  be  filed  in  by  Regional  or  State  office 


KAHB  AND  ADDBK88  Of  WIMM 

OShow  establishment  location 

if  different  from  mailing 

address) 


BniABKS  * 

(Principal  products,  S8B 
codes,  etc.) 


To  be  filled  in  by  Washington  office 


CBNSXTS 
CODB 


BL8  CODB 
XO. 


BBM ABBS 


*  Uw  separste  sheet  of  plain  manifold  pi4>er  if  spaoe  provided  for  "Remariu"  is  not  sufficient.    ><>>.  stats.  Div. 
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SEaiON  8 


Publication  Policy 


8.1     GENOAL 


8.1-1     RtiMM  of  Stat*  Dota  a  State  Fvnctfen 

The  present  section  on  publication  policy  is  in- 
cluded in  the  Manual  in  order  to  intr<>duce  some 
measure  of  uniformity  by  recommending  certain 


steps  that  will  aid  in  attaining  this  uniformity. 
The  primary  release  of  State  data  will  be  a 
State  function,  while  the  BLS  will  release  cer- 
tain monthly,  annual,  and  special  summaries  of 
State  data. 


8.2     ITEMS  PUBLISHED 


8.2-1 


Productfon  Worker  Estimot**  Not  Pub- 
iithod 

Publication  should  be  restricted  at  first  to  esti- 
mates of  total  employment.  Until  such  time  as 
the  hours  and  earnings  data,  by  State,  are  avail- 
able little  can  be  gained  by  including  production 
worker  estimates  in  the  monthly  total  employ- 
ment publication.  Moreover,  the  confusion  that 
may  arise  through  the  presentation  of  two  sets 
of  employment  figures  is  eliminated.  When 
the  hours  and  earnings  data  are  released  it  will 
be  necessary  to  have  the  related  production 
worker  estimates  available  for  comparison 
either  as  a  standard  item  of  publication  or  to 
answer  special  requests. 

8.2-2     Exceeding  BLS  Recommendations 

The  Contract  State  agencies  are  free  to  pub- 
lish estimates  in  excess  of  BLS  recommenda- 


tions as  they  see  fit.  The  more  they  follow  the 
general  standard  of  uniformity  noted  hcr«,  the 
more  their  material  may  be  quoted  or  incorpo- 
rated in  more  general  releases  with  proper 
credit. 

8.2-3     Uniformity  of  Presentation 

For  uniformity  in  tabular  presentation  it  is 
recommended  that  data  for  current,  last  previ- 
ous, and  year  ago  month  should  be  presented 
with  the  most  current  month  listed  first. 

8.2-4     Percent  Changes 

Percentages  of  change  may  be  computed  fw 
purposes  of  analysis  but  it  is  not  recommended 
that  they  be  presented  as  tabular  data. 


8.3     INDUSTRY  DETAIL  TO  BE  COMPILED 


8.3-1     Minimum  UtI 

The  essential  requirement  of  the  program  is 
that  an  estimate  of  total  employment  in  each 
State  be  compiled  for  employees  in  nonagricul- 
tural  establishments,  for  each  of  the  following 
industrial  (Mitegoriee : 


Employees  in  nonagricultural  establishments. 
Manufacturing  (SIC  groups  19-^9)  : 

Durable. 

Nondurable. 

Ordnance  and  accessories  (SIC  groap  19). 

Food  and  kindred  products  (SIC  group  20). 
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•.1-1     Minimum  Utf— CkHitinued 


Manufacturing—Continued 

Tobacco  manufactures  (SIC  group  21). 
Textile  mill  products  (SIC  group  22). 
Apparel  and  other  finished  products  made 

^m  fabrics  and  similar  materials  (SIC 

group  23). 
Lumber  and  wood  products  (except  furni- 
ture) (SIC  group  24). 
Furniture  and  fixtures  (SIC  group  25). 
Paper  and  allied  products  (SIC  group  26) . 
Printing,  publishing,  and  allied  industries 

(SIC  group  27). 
Chemicals  and  allied  products  (SIC  group 

28). 
Products  of  petroleum  and  coal  (SIC  group 

29). 
Bubber  products  (SIC  group  30). 
Leather  and  leather  products  ( SIC  group  81) . 
Stone,  clay,  and  glass  products  (SIC  group 

32). 
Primary  metal  industries  (SIC  group  38). 
Fabricated  metal  products  (except  ordnance, 

machinery,  and  transportation  equipment) 

(SIC  group  34). 
Machinery   (except  electrical)    (SIC  group 

35). 
Electrical  machinery,  equipment,  and  supplies 

(SIC  group  36). 
Tlransportation  equipment  (SIC  group  37) . 
Professional,  scientific,  and  controlling  in- 
struments ;  photographic  and  optical  goods ; 

watches  and  clocks  (SIC  group  38). 
Miscellaneous  manufacturing  industries  (SIC 

group  39). 

Mining  (SSA  groups  10-14) : 
Metal  mining  (SSA  group  10). 
Anthracite  mining  (SSA  group  11). 


Bituminous  and  other  soft-coal  mining  (SSA 

group  12). 
Crude-petroleum  and  natural-gas  production 

(SSA  group  13). 
Nonmetallic  mining  and  quarrying   (SSA 

group  14). 


Publication  Policy 


%S-% 


Contract  construction  (SSA  groups  15-17). 

Transportation    and    public    utilities    (SSA 

groups  40-49) : 
Interstate  railroads  (SSA  group  40). 
Transportation  except  railroads  (SSA  groups 

41-45). 
Utilities  (SSA  groups  46, 48, 49). 

Trade  (SSA  groups  60-59) : 
Wholesale  trade    (SSA  groups  50-51  and 

wholesale  segment  of  52) . 
Betail  trade,  restaurants,  and  filling  stations 

(SSA  groups  53-59  and  retail  segment  of 

68). 

Finance  (SSA  groups  60-69). 

Service  (SSA  groups  70-76, 78-83, 86). 

Miscellaneous  (SSA  groups  07-09, 99). 

Federal,  State,  and  local  government : 
Federal. 
State  and  local. 

BLS  wishes  to  publish  from  Washington,  for 
the  country  as  a  whole,  estimates  which  are  the 
actual  sums  of  published  and  unpublished  esti- 
mates prepared  by  the  Contract  State  offices. 
To  maintain  uniformity  from  State  to  State, 
the  divisions  and  industry  groups  listed  above 
should  be  used  for  all  States  so  that  a  United 
States  total  and  a  complete  break-down  by  State 
may  be  published  in  the  same  table. 


8^     INDUSTRY  DETAIL  FOR  PUBLICATION 


t.4-1     tasic  Principles 

Ko  definite  rules  can  be  given  for  deciding  for 
which  industries  in  a  State  the  Contract  State 
(^kes  should  publish  estimates  of  employment. 
The  following  are  important  considerations  to 
be  used  as  a  guide : 

(ft)  Un  or  SIC  AND  SSA  Industrial  Classi- 


noATiON  GsouFiNos.  SIC  1945  industrial  classi- 
fication groupings  for  manufacturing,  and  SSA 
1942  groupings  for  nonmanufacturing  indus- 
tries should  be  used  whenever  possible.  Totals 
by  2-digit  group  should  be  shown  (with  excep- 
tkms  noted  in  (b)  and  (c) ) ,  and  totals  by  3-  and 
4-digit  group  are  desirable,  particularly  for 
industries  important  in  the  State.  To  have  good 


t.4-1     Basic  Principles — Continued 

order  and  permit  more  accurate  analysis  of  the 
data,  the  break-down  of  each  group  should  be  as 
exhaustive  as  accuracy  permits ;  that  is,  the  em- 
ployment of  the  3-digit  groups  which  made  up  a 
2-digit  group  should  add  to  the  2-digit  total. 
Three-digit  industries  from  two  different  2-digit 
groups,  or  4-digit  industries  from  two  different 
3-digit  groups  should  not  be  combined. 

(b)  No  Publication  Reoabding  Industries 
Wmr  Less  Than  2,000  Employees.  Estimates 
should  not  be  published  for  industry  divisions 
or  for  2-,  3-,  or  4-digit  groups  in  which  employ- 
ment is  less  than  2,000  persons.  Exceptions 
may  need  to  be  made  where  the  application  of 
this  rule  would  make  impossible  the  publication 
of  a  separate  estimate  for  another  large  in- 
dustry.   For  example : 

The  mining  division  in  a  State  employs  9,000 
workers,  of  whom  7,800  are  in  the  bituminous- 
coal  industry.  Since  bituminous-coal  mining 
is  an  important  industry  in  the  State,  a  separate 
estimate  may  be  desired.  Although  the  differ- 
ence between  employment  in  mining  and  em- 
ployment in  the  bituminous-coal  industry  is 
only  1,200,  this  difference — employment  in  all 
other  mining — ^may  be  published  as  an  estimate. 
In  this  instance,  particular  attention  must  be 
paid  to  the  reliability  of  the  estimate  of  the 
difference. 

It  is  recommended  that  industries  formerly 
having  more  than  2,000  employees,  but  having 
undergone  a  substantial  decrease  so  that  em- 
ployment is  now  less  than  2,000,  be  combined  in 
publication.  The  war  expansion  and  postwar 
decrease  exhibited  by  the  aircraft  and  shipbuild- 
ing industries  are  instances  where  combinations 
may  be  necessary. 

(c)  No  PUBLICATiaN  ALLOWING  TBOS  IDENTI- 
FICATION or  AN  Individual  Employer.    In  no 


event  may  the  figures  for  an  individual  em- 
ployer be  published.  Ordinarily,  if  the  sample 
for  the  industry  includes  three  or  more  employ- 
ers, the  estimate  may  be  published.  However, 
an  estimate  which  is  dominated  by  a  single  em- 
ployer should  not  be  published.  An  employer 
comprising  75  percent  of  an  industry  is  con- 
sidered as  "dominating"  the  industry,  even  if 
the  industry  has  three  or  more  employers. 

This  statement  that  an  estimate  may  be  pub- 
lished if  the  sample  consists  of  three  or  more 
employers  is  intended  to  apply  only  in  those 
cases  where  the  sample  is  otherwise  adequate. 
The  adequacy  of  a  given  sample  cannot  be 
rigorously  stated,  since  representativeness  of 
samples  of  the  same  size  may  differ  consider- 
ably. For  the  purpose  of  this  program,  in  the 
interim  period  before  a  planned  sample  design 
is  adopted,  samples  covering  less  than  20  per- 
cent of  the  employment  in  an  industry  or  indus- 
try group  should  be  considered  inadequate  for 
publication.  In  no  sense  does  the  satisfying  of 
this  requirement  alone  meet  our  immediate 
needs.  Considerable  discretion  should  be  used 
and  various  other  factors  taken  into  account, 
such  as  (a)  absolute  size  of  population  being 
sampled,  particularly  in  terms  of  number  of 
establishments,  (b)  absolute  number  of  estab- 
lishments in  sample,  (c)  size  of  establishments 
in  the  sample,  (d)  representativeness  of  sample. 

(d)  Bounding  of  Published  Figures.  The 
industrial  division  totals  should  be  rounded  fig- 
ures of  the  actual  total  for  the  division.  The 
2-digit  estimates  should  be  forced  to  add  to  the 
rounded  totals.  For  manufacturing  an  addi- 
tional forcing  is  necessary  to  obtain  rounded 
totals  for  durable  and  nondurable  goods  groups. 
(See  section  8.6  on  rounding.) 

Rounded  industrial  division  totals  should  be 
added  to  derive  a  total  for  nonagricultural  em- 
ployment. 


8.5     INDUSTRY  COMBINATIONS  FOR  PUBLICATION 


8i»-1     H—d  for  Combinorions 

It  is  improbable  that  in  each  State  each  in- 
dustry group  listed  in  section  8.3-1  will  be  suf- 
ficiently large  to  justify  publication  of  an  esti- 


mate ;  also,  in  some  instances,  publication  might 
reveal  the  identity  of  a  large  establishment; 
therefore,  it  will  be  necessary  to  make  certain 
combinations  of  groups  before  estimates  can  be 
published. 
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ComblfNrtfent  in  Manwfac- 


Whero  it  is  derarable  to  show  some  detail 
within  manufacturing,  but  where  most  of  the 
2-digit  groups  are  too  small  to  be  published 
■epumtely,  the  combinations  listed  are  sug- 
gested, although  it  is  not  required  that  they  be 
followed  exactly.  If  these  combinations  can- 
not be  made,  groups  which  are  of  the  same  type 
may  be  combined.  For  example,  if  a  State  has 
neither  the  lumber  nor  the  furniture  industry 
but  has  the  stone,  clay,  and  glass  industry,  the 
eilunate  for  stone,  clay,  and  glass  may  be  com- 
binsd  viiii  tliA  Mtimate  for  basic  metals  and 
the  machinery  industries.  Do  not  combine  an 
egtimate  for  a  durable-goods  group  with  an 
tifr— **  lor  a  non-durable-goods  group;  e.  g., 
tnmsportatioii  equipment  should  not  be  com- 
bined  ^th  food  and  kindred  products. 


MAirurAOTunNO  GoMBiif Anoiit 

Durable  goods  groups : 

Basic  metals  and  metal  fabrication,  except 
transportation  equipment: 
Primary  metal  industries;  ordnanoa; 

fabricated  metal  products  n.  e.  c 
Machinery;  electrical  machinery;  pro- 
fessional, scientific,  and  controlling 
instruments,  etc. 
Transportation  equipment. 
Lumber;  furniture;  stone,  clay,  and  glass 
products. 
NiMidurable  goods  groups: 

Food  and  kindred  products. 
Textiles;  apparel;  leather. 
Paper;  printing  and  publishing. 
Chemicals ;  products  of  petroleum  and  coal ; 

rubber. 
MisceUaneous  manufacturing   industries; 
tobacco  manufactures. 


%M    SIGNIFICANT  DIGITS 


•.A-1     lask  Policy 

All  publications  should  show  data  rounded 
to  thousands  or  hundreds.  Industries  having 
few«r  than  100,000  employees  should  be  pub- 
lished in  hundreds  to  show  three  significant  dig- 
its whenever  possible.  Industries  with  100,000 
or  more  can  be  published  in  thousands  unless  it 
is  desirable  to  have  the  total  shown  in  hundreds 
to  correspond  to  the  smaller  2-digit  industries. 


(a)  States  are  asked  to  consult  with  the 
Wasiiington  office  if  deviations  from  the  above 
policies  seem  necessary. 


(b)  If,  under  special  circumstances,  indus- 
tries with  fewer  than  2,000  employees  are  pub- 
lished, 

(1)  Show  rounded  to  hundreds.  This  will 
result  in  publishing  virtually  constant  figures 
each  month. 

(2)  Show  rounded  to  tens  only  after  consul- 
tation with  the  Washington  office.  This  prac- 
tice is  advised  only  where  percentage  changes 
are  used  in  the  release,  to  overcome  unexplained 
differences  between  percentage  changes  from 
actual  and  from  rounded  figures. 


8.7     MONTHLY  STATE  AND  WASHINGTON  RELEASES 


1 


•Jl-I     liuHftlrial  Dafail 

The  State  releases  should  follow  preferably 
the  criteria  outlined  in  section  8.4.  For  the 
pweent,  the  Washington  release  will  continue  to 
imblish  nonagricultural  and  all  manufacturing 
totals  furnished  by  the  States.  In  the  future 
the  Washington  office  will  attempt  to  publish 
estimates  by  industrial  division,  by  State. 


tm 


8.7-2     Period  Covarad 

The  monthly  State  releases  should  include 
estimates  of  total  employment  for  the  two  cur- 
rent months  and  the  current  month  a  year  ago. 
The  first  current  month  will  be  based  on  the  pre- 
liminary tabulations  available  about  the  15th 
of  the  first  month  after  the  date  of  reference. 
The  second  current  month  will  be  based  on  the 


8.7-2     Period  Coverad — Continued 

regular  monthly  tabulations.  Figures  for  the 
third  current  month  may  be  published  if  it  is 
felt  that  the  estimate  based  on  the  regular  tabu- 
lation can  be  significantly  improved  by  incorpo- 
rating late  reports  and  corrections. 

The  Washington  office  will  not  publish  a  pre- 
liminary figure  in  its  monthly  release.  There- 
fore, only  the  second  and  third  current  months' 
data  and  information  for  the  second  current 
month  a  year  ago  will  appear  in  the  Washington 
publication.  These  arrangements  will  enable 
the  contract  State  offices  to  have  estimates  in 
print  30  days  prior  to  their  release  in  Wash- 
ington. 

The  Washington  publication  will  be  compiled 
from  the  monthly  reports  submitted  on  form 
BLS  1932  (for  manufacturing)  and  on  form 


BLS  1933  (for  nonmanufacturing)  by  the  Con- 
tract State  offices. 

8.7-3    Timing  of  Stota  Ralaotaa 

Tile  goal  is  to  issue  a  release  of  preliminary 
figures  about  the  20th  of  the  montii  following 
the  month  of  ref  eroice.  With  this  timing,  pre- 
liminary data  will  be  published  in  35  days  after 
the  date  of  reference,  and  final  data  in  66  days. 

8.7-^    CoplasforBLS 

The  States  should  send  10  copies  of  each  re- 
lease to  the  Washington  office  of  BLS.  They 
should  be  addressed  to: 

Chief,  Branch  of  Employment  Statistics, 
U.  S.  Bureau  of  Labor  Statistic!, 
Washington  25,  D.  C. 


8.8     ANNUAL  STATE  AND  WASHINGTON  RELEASES 


8.8-1     Industrial  Datail 

The  annual  release  published  by  the  Contract 
State  office  should  be  a  recapitulation  of  the 
mcmthly  releases  showing  the  same  industry  de- 
tail, by  industry,  by  month.  The  Washington 
annual  release  will  be  a  recapitulation  by  indus- 
trial division,  by  State,  by  month. 

8.8-2    Pariod  Covaiad 

In  both  Washington  and  contract  State  office 
releases,  annual  averages  for  all  available  years 
should  be  included.  Monthly  data  should  be 
shown  for  the  years  for  which  previously  pub- 
lished data  have  been  revised. 

Example. — An  annual  release  published  in 
November  1947  would  normally  include  annual 
averages  for  1989, 1943-46,  and  monthly  figures 
for  1946  and  available  months  of  1947  (January 
to  October). 


To  save  issuing  another  release  a  few  months 
later  to  incorporate  monthly  and  average  figures 
for  1947,  spaces  for  the  remaining  months  of 
1947  and  for  the  average  could  be  designated 
when  the  release  was  cut.  Therefore,  the  origi- 
nal release  could  easily  be  brought  up  to  date. 

8.8-8    Timing 

The  annual  release  will  be  prepared  as  soon 
as  possible  after  new  benchmarks  have  been 
established  and  estimates  have  been  adjusted  to 
the  new  benchmarks.  This  release  will  in  one 
sense  be  two  separate  reports :  one  part  will  pre- 
sent final  estimates  for  the  preceding  calendar 
year  adjusted  to  the  new  benchmarks  computed 
for  that  year ;  the  other  part  will  present  neces- 
sary revisions  for  the  elapsed  months  of  the 
current  year  adjusted  to  the  benchmarks  of  the 
previous  year. 
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•.9    Oma  STATE  AND  WASHINGTON  RKEASES 
•.ful     PwfMlliif  Rsswlar  Program  8.9-2    SpMid  PublkoHont 


In  the  more  immediate  stages  of  the  State 
Ffeognun,  it  k  felt  that  nearly  all  our  efforts 
dMndd  be  dinctod  toward  perfecting  the  regular 
program,  i^ther  than  expending  an  appreciable 
part  of  our  enei^es  in  preparing  special  publi- 


11  the  requirement  for  a  special  publication 
does  arise,  an  attempt  to  consolidate  a  number 
of  related  special  requests  should  be  made.  A 
release  of  this  kind  should  be  reproduced  in  suf- 
ficient number  of  copies  to  answer  future  re- 
quests of  both  the  field  and  Washington  offices. 


8.10    PUBLICATION  OF  INTBIMEDIATE  REVISIONS 


8.10-1    OHwio 

Publication  of  two  sets  of  revisions  have  al- 
ready been  discussed  in  this  section.  These  are 
(a)  revision  of  data  appearing  in  the  mcmthly 
releases,  and  (b)  revisions  occasioned  by  the 
adjustments  to  annual  benchmarks.  Intermedi- 
ate revisions  between  the  publication  of  the 
monthly  and  the  annual  releases,  except  in  un- 
usual circumstances,  should  not  be  necessary. 
Although  it  is  not  possible  to  set  absolute  or 
percentage  terms  as  a  measure  for  the  necessity 
of  revision,  adherence  to  the  following  rules 
may  be  used  as  a  guide.  Do  not  make  a  revision 
vnless: 

(a)  It  is  certain  that  the  adjustment  is  being 
made  to  substantiaUy  better  data  than  ori^nally 


(b)  The  industry  is  of  economic  importance 
intheStote. 


(c)  The  revision  will  make  a  significant  dif- 
ference in  the  published  total  and  not  just  a 
segment  industry.  See  section  4.5-7,  volume  II, 
for  a  rule  of  thumb  in  deciding  what  is  a  sig- 
nificant difference. 

8.10-2    Washington  To  io  Notiioii 

If  it  is  absolutely  necessary  to  revise  previ- 
ously published  data,  please  transmit  by  mem- 
orandum to  the  BLS  Washington  office  a  notice 
of  the  change  and  two  copies  of  the  publication 
in  which  the  change  is  announced. 

8.10-3    ProsonHrtion  in  Monthly  Rolooto 

These  revised  data  should  be  included  in  the 
monthly  press  release  in  footnote  form  so  that 
persons  desiring  comparable  data  will  find 
them  accessible. 


8.11     RECONCILIATION  BETWEEN  STATE  AND  NATIONAL  SERIES 


8.11-1     Gonoral 

In  the  early  stages  of  the  program  some  dif- 
ferences are  expected  to  occur  between  the  U  S 
and  the  sum  of  the  States  totals.  We  intend  to 
QW  the  eividenoe  of  eadi  program  to  check 
■gainst  the  other  program,  to  minimize  the 


error  in  both  and  reconcile  them  as  closely  as 
possible.  When  deviations  between  the  two  pro- 
grams are  noted,  the  State  offices  will  be  asked 
to  participate  in  the  reconciliation  pn^ram. 
It  is  not  expected,  however,  that  either  the  sum 
of  the  State  figures  or  the  National  total  will  be 
forced  to  an  exact  accounting  balance. 


SEaiON  9 


Construction 


As  of  this  date,  instructions  covering  the  preparation  of 
estimates  in  the  contract  construction  industries  are  con- 
tained in  a  separate  document  issued  by  the  Bureau  of 
Labor  Statistics  and  entitled  Measuring  Employment  in 
the  Contract  Construction  Industry  Within  a  State.  This 
document  subsequently  will  be  revised  and  reissued  as  sec- 
tion 9,  volume  U,  of  the  Manual. 
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Government  Employment 
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10.1     DEFINITIONS 


10.1-1     EttablishniMt 

Although  the  definition  of  an  establishment 
is  the  same  for  governmental  as  for  private  em- 
ployment, government  data  are  not  collected 
from  individual  establishments.  Instead,  they 
are  collected  from  individual  State  and  local 
govemmentfi— States,  cities,  townships,  etc— 
and  from  individual  Federal  agencies  or  bu- 
reaus within  an  agency,  most  of  which  conduct 
their  work  in  numerous  establishments. 

In  dealing  with  governmental  employment, 
therefore,  we  shall  refer  mainly  to  "reporting 
agencies  or  reporting  units"  but  references  to 
"establishments"  (such  as  to  "establishments  of 
the  War  Department")  will  use  the  term  "es- 
tablishments" according  to  the  definition  given 
in  section  3.1-1,  volume  I. 

10.1-2     t«pofflin9  Agwicy  or  Unit 

(a)  Fm)eral.  The  three  main  civilian 
branches  of  the  Federal  Government  are  the 
executive,  legislative,  and  judicial.  In  addition, 
thwre  are  Government  corporations  many  of 
which  pay  the  salaries  of  their  employees  out  of 
revenues  from  corporation  operations.  Al- 
though corporation  employees  are  not  regular 
Federal  employees,  they  are  not  wholly  private 
employees  either,  and  they  are  included  by  BLS 
in  the  government  estimates. 

The  reporting  unit  in  the  executive  branch  is 
sometimes  the  agency  (e.  g..  State  Department, 
Federal  Communications  Commission,  etc)  and 
sometimes  the  various  bureaus  which  the  agency 
embraces  (e.  g..  Labor  Department:  Women's 


Bureau,  Bureau  of  Labor  Statistics,  etc),  de- 
pending upon  the  method  of  record  keeping  em- 
ployed. The  legislative  and  judicial  branches 
have  several  reporting  units  each :  the  Senate, 
House  of  Representetives,  Botanic  Gardens,  etc 
Most  of  the  Government  corporations  now  con- 
stitute reporting  unite  in  the  executive  branch. 
The  only  ones  included  in  the  Government  cor- 
poration group  are :  The  Federal  Beserve  banks, 
mixed-ownership  banks  of  the  Farm  Credit  Ad- 
ministration, and  the  Panama  Bailroad  Cton- 
pany. 

(b)  Staib  AND  LocAi..   The  types  of  gov«m- 
mente  covered  in  the  State  and  local  group  are 
State  governments,  counties,  cities,  townships, 
and  independent,  special-purpose  agencies,  such 
as  school  districte  and  park  districts.    School 
and  nonschool  employees  are  reported  sepa- 
rately.   For  nonschool  employment  the  report- 
ing unit  is  usually  the  entire  government  unit 
(Stete,  city,  county,  etc.)  exclusive  of  special 
districte  serving  the  area  which  report  sepa- 
rately.   Occasionally,  however,  the  individual 
departmente  of  a  Stete  government,  dty,  etc, 
constitute  separate  reporting  units.   For  school 
employment,  the  reporting  unit  is  the  school 
system ;  it  may  be  a  school  district,  a  city,  county, 
township,  State  government  or  individual  State- 
operated  school,  depending  upon  the  type  of 
school  organization  in  the  Stete  and  community. 

10.1-3     Employee 

(a)  Gbnesal  Dxrannox.    In  genetm],   a 
government  employee  is  a  pereon  who  was  with 
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10.1-3    Employ** — Continued 

the  Federal  Government  in  pay  status  on  the 
last  day  of  the  preceding  month  or  on  the  pay 
roll  with  pay  of  a  State  and  local  government 
for  the  pay  period  ending  on  or  just  before  the 
last  day  of  the  current  month. 

(b)  NoMiNAi.  Emflotexs  Excluded.  Per- 
sons who  do  not  receive  substantial  amounts  of 
compensation  or  who  probably  have  other  major 
jobs  in  which  they  normally  would  appear  in 
the  nonagricultural  employment  series  are  ex- 
cluded from  the  government  segment  to  the  ex- 
tent that  their  number  is  known.  For  the  Fed- 
eral Government,  those  excluded  are  per- 
sons having  $l-a-month-or-year  appointments, 
fourth-class  postmasters,  and  substitute  rural 
mail  carriers.  From  the  State  and  local  gov- 
ernment segment  are  excluded  persons,  found 
almost  exclusively  in  cities  of  fewer  than  5,000 
and  townships  of  fewer  than  10,000  inhabitants, 
who  spend  very  little  time  at  their  jobs  and  are 
paid  only  nominal  amounts  of  money  (for  ex- 
ample, council  members  and  firemen  who  are 
paid  per  meeting  or  per  fire  attended)  ;  in  the 
government  series  revised  March  1947  there 
were,  rooi^y,  105,000  persons  of  this  type  who 
were  excluded. 

(c)  W<»iK-RELi£r  AND  Mhjtast  Person- 
NKL  ExGLUiHED.  Bcgular  employees  of  Federal, 
State,  or  local  governments  who  administer 
work-relief  programs  are  included  in  govern- 
ment employment  Persons  who  are  certified 
to  work  relief  jobs  (WPA,  CCC,  and  NYA, 
etc),  however,  as  well  as  persons  on  active  duty 
with  the  armed  forces,  are  not  considered  em- 
ployees and  are  excluded  from  both  government 
employment  and  total  nonagricultural  employ- 
ment. Separate  national  series  for  these  groups 
are  available,  however. 

(d)  FoBC3E-Acxx)imT  CoNsraucnoif  Emplot- 
MSNT  Included.  Data  on  Federal  force-ac- 
count employees,  that  is,  construction  workers 
who  are  hired  directly  by  the  Federal  Govern- 
ment as  a  separate  work  force  for  a  particular 
project  and  whose  employment  will  be  termi- 
nated at  the  close  of  the  project,  are  collected 
along  with  data  for  other  Federal  employees 
and  in  the  series  revised  March  1947  are  in- 


Ifi 


eluded  in  government,  instead  of  in  construc- 
tion, as  was  previoudy  done.  Force-account 
construction  employment  of  State  and  lo- 
cal government  has  always  been  included  in 
government. 

(e)  Bjsqular  School  Teachers  Included 
DuRiNO  Vacations.  The  definition  of  State 
and  local  government  employment  as  the  num- 
ber of  persons  on  the  pay  roll  with  pay  is  unsat- 
isfactory for  sdiool  employment  because  of  the 
long,  sometimes  unpaid,  summer  vacations  cus- 
tomarily given  to  most  school  employees.  One 
school  system  may  spread  the  annual  salaries  of 
its  regular  teachers  over  nine  months,  while 
other  systems  may  spread  them  over  10,  11,  or 
12  months.  If  employment  is  defined  in  terms 
of  the  number  of  persons  on  the  pay  roll,  teach- 
ers who  do  not  receive  salary  payments  during 
vacation  periods  will  be  considered  "unem- 
ployed" during  unpaid  vacations  while  the 
teachers  who  receive  pay  during  vacations  will 
be  considered  "employed."  Obviously  this  gives 
a  false  picture.  BLS  practice  is  to  consider  reg- 
ular day-school  teachers  employed  throughout 
vacation  periods  whether  or  not  they  receive 
pay  for  them  (and  whether  or  not  they  are 
working  or  seeking  work  elsewhere).  This 
practice  may  result  in  counting  some  persons 
twice  during  these  long  vacation  periods,  par- 
ticularly during  the  war  when  job  opportunities 
were  readily  available,  but  it  seems  the  prefer- 
able alternative  until  actual  data  on  the  employ- 
ment of  teachers  during  vacation  periods  are 
available.  Practices  also  differ  with  regard  to 
the  number  of  months  in  which  payments  are 
made  to  school  principals.  BLS  practice  is  to 
include  them  in  the  estimates  in  all  months,  just 
as  in  the  case  of  regular  teachers. 

Night  and  special  school  teachers,  substitute 
teachers,  janitors,  maintenance  employees,  stu- 
dent helpers,  and  others  present  a  different 
problem.  They  ordinarily  are  paid  only  for 
time  worked  and  they  do  not  have  the  tenure 
which  regular  day-school  teachers  and  princi- 
pals do.  Therefore  they  have  a  greater  incen- 
tive than  do  regular  teachers  to  find  other  em- 
ployment during  unpaid  vacation  periods  and 
BLS  practice  is  to  include  them  only  in  periods 
when  they  receive  pay. 
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10.2     GENERAL  CHAItACTBtlSTICS  OF  GOVERNMENT  EMPLOYMENT 


10.2-1     Seasonality 

In  normal  times  the  Federal  employment 
series  shows  two  peaks  caused  by  seasonal  fac- 
tors; one  is  a  slight  increase  in  the  summer 
months,  which  is  mainly  the  result  of  increased 
operations  of  some  of  the  Bureaus  of  the  Agri- 
culture and  Interior  Departments,  and  the  other 
is  a  sharp  peak  in  the  month  of  December  caused 
by  the  hiring  of  large  numbers  of  temporary 
postal  workers  to  handle  the  large  volume  of 
Christmas  mailings.  During  the  war,  however, 
the  strong  upward  and  downward  movements 
accompanying  the  varying  wartime  demands 
obliterated  the  summer  increases,  leaving  only 
the  December  peak. 

In  normal  times  the  seasonal  pattern  of  State 
and  local  governmental  employment  is  the  re- 
sult of  two  opposing  tendencies,  fkiucational 
employment  decreases  in  the  summer  months  be- 
cause of  unpaid  vacations  to  substitute  and  spe- 
cial school  teachers,  nurses,  doctors,  janitors, 
etc.,*  while  nonschool  employment  is  at  a  peak 
during  the  spring,  summer,  and  fall  months, 
mainly  because  of  increased  activity  on  the  con- 
struction and  maintenance  of  streets  and  high- 
ways, and  on  recreation,  conservation,  and  agri- 
cultural projects.  During  the  war  period,  es- 
sentially the  same  seasonal  tendencies  were  in 
operation  but  because  many  colleges  and  uni- 
versities used  an  accelerated  schedule  and  be- 
cause part-time  and  temporary  workers,  as  well 
as  road  and  street  materials,  were  hard  to  obtain, 
the  magnitude  of  the  changes  owing  to  seasonal 
factors  was  considerably  reduced.  The  range 
of  seasonal  variation  was  larger  in  the  school 
segment  of  State  and  local  governmental  em- 
ployment than  in  the  nonschool  segment,  both 

*In  many  ot  tbe  Bonthem  States,  vacations  occur  In  the 
wintertime  for  the  purpose  of  permitting  the  pupila  to  help 
with  the  harresting  and  processing  of  agricultural  crops 
destined  for  northern  markets.  Employment  changes  resulting 
from  these  winter  yacations  are  not  great  enough  to  affect  the 
national  totaLi  to  any  great  extent,  however,  because  most 
<rf  the  employee*  affected  are  regular  teacben  who  an  con- 
sidered employed  during  vacation  months. 


before  and  during  the  war,  and,  therefore,  the 
total  State  and  local  governmental  employment 
series  showed  somewhat  of  a  decrease  during  the 
summer  months. 

During  the  war  the  December  peak  in  postal 
employment  was  marked  enough  to  be  seen  in 
the  total  government  series,  but  the  smaller  sea- 
sonal changes  in  the  State  and  local  segment 
were  obscured  in  the  total  by  the  large  upward 
and  downward  currents  in  Federal  employment. 

10.2-2     Geographic  Movements 

Shifts  in  the  State  distribution  of  State  and 
local  governmental  employment  may  result 
from  the  differential  impact  of  social  and  eco- 
nomic factors  which  necessitate  governmental 
action,  or  they  may  result  from  changes  in  the 
governmental  organization  or  functions  of  par- 
ticular units  within  the  States.  For  example, 
recurrent  floods  may  induce  a  State  or  group  of 
States  to  build  a  levee;  an  economic  depression 
may  hit  one  region  more  severely  than  others 
and  necessitate  varying  amounts  of  govern- 
mental relief  services;  urbanization  and  in- 
migration,  which  necessitate  higher  govern- 
mental employment,  may  be  taking  place  at  dif- 
ferent rates  in  the  various  States;  a  State  gov- 
ernment may  start  the  operation  of  an  alcoholic 
beverage  monopoly  system;  or  a  city  or  group 
of  cities  may  assume  the  operation  of  a  public 
utility. 

Prior  to  the  war,  the  State  distribution  of 
Federal  employment  was  relatively  stable,  but 
during  the  war  period  radical  and  unpredictable 
month-to-month  shifts  occurred.  These  re- 
sulted from  (1)  the  decentralization  of  a  niun- 
ber  of  the  agencies,  bureaus,  or  divisions  outside 
the  Washington,  D.  C,  area,  (2)  the  creation 
of  many  war-emergency  agencies,  and  (3)  at 
first,  the  opening  up  and  expansion,  and  then 
the  contraction  or  closing  of  War  and  Navy 
Department  camps  and  production  and  storage 
facilities. 
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10.3-1     SeurcM  of  Reported  Data 

(a)  Fkderal.  BLS  receives  monthly  em- 
ployment reports  from  the  various  divisions  of 
the  legislative  and  judicial  branches  and  Fed- 
eral Beserve  bante,  and  quarterly  or  semian- 
nual employment  reports  from  the  Farm  Credit 
banks  (employment  of  the  Farm  Credit  banlos 
is  interpolated  <m  a  straight-line  basis  for 
months  between  reports).  The  Civil  Service 
Commission  receives  monthly  employment  re- 
ports from  each  agency  in  the  executive  branch 
of  the  Federal  Government  and  from  Govern- 
ment corporations  other  than  the  Federal  Re- 
serve banks  and  Farm  Credit  mixed-ownership 
banks. 

The  employment  data  collected  by  BLS  rep- 
resents the  number  of  persons  on  the  pay  roll 
with  pay  during  the  last  pay  period  of  the 
month  and  the  employment  collected  by  the 
Civil  Service  Commission  represents  all  regular 
full-  and  part-time  employees  in  pay  status  as  of 
the  last  day  of  the  month  plus  irregularly  em- 
ployed (called  WAE  or  Srhen  actually  em- 
ployed") penxHmel  who  were  paid  during  the 
month.  In  BLS  publications  and  State  esti- 
mates, Federal  employment  for  the  periods  de- 
scribed is  published  as  data  for  the  following 
month.* 

(b)  State  aivd  Local.  Employment  and 
pay  rolls  of  State  and  local  governments  were 
scheduled  on  a  sample  basis  monthly  from  1929 
through  1939  by  the  BLS  State,  County,  and 
Municipal  Survey  (later  referred  to  as  the  SCM 
Survey).  The  survey,  starting  in  1939,  was 
done  historically  rather  than  currently  and  be- 
cause precedence  for  employment  and  funds 
was  given  to  the  prosecution  of  the  war,  national 
and  State  estimates  were  achieved  for  this 
pmod  only  on  an  annual  basis.    Scheduled 


•TlM  tmmm  for  tlila  !■  the  ipeed  with  wblch  Federal  em- 
ployment wonld  baTe  to  be  collected  and  tabulated  la  order  to 
combine  It  as  of  the  end  of  the  month  with  private  employmeat 
referring  to  the  week  ending  nearest  the  16th  of  the  month 
la  time  to  meet  BLS  publication  schednlea.  The  extra  employ- 
ment of  the  Post  Office  Department  taken  on  at  Chrlatmaa 
time,  which  la  not  now  scheduled  by  the  CItU  Service  Commto- 
Is  added  to  BLS  data  for  th«  month  of  December. 
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employment  represented  the  number  of  persons 
on  the  pay  roU  with  pay  during  all  pay  periods 
ending  within  the  month,  less  persons  (such  as 
snow  shovellers)  hired  for  fewer  than  three  days 
during  the  month,  less  nominal  employees '  of 
the  smaller  governmental  units  who  received 
less  than  $8  a  month.  Monthly  employment 
was  secured  by  averaging  the  employment  re- 
ported for  the  various  pay  periods  ending  dur> 
ing  the  month. 

In  January  1940,  the  Government's  Division 
of  the  Bureau  of  the  Census  started  to  collect 
quarterly  from  the  48  States  and  a  sample  of 
local  governments  their  employment  and  pay 
rolls  in  nonschool  functions,  from  which  na- 
tional estimates  were  made  each  quarter.  State 
estimates  were  made  intermittently  (January 
1941,  January  1942,  April  1944,  April  1945) 
until  in  April  1946  the  State  estimates,  too,  were 
put  on  a  quarterly  basis.  Budget  limitations  in 
the  1947-48  fiscal  year,  however,  now  prevent 
the  making  of  State  estimates  more  frequently 
than  once  a  year  (October) .  In  April  1946  the 
Bureau  of  the  Census  (Government's  Division 
started  to  collect  school  as  well  as  nonschool  em- 
ployment and  pay  rolls  from  which  national  and 
State  estimates  were  made  for  the  same  periods 
as  for  the  nonschool  segment*  Using  these 
quarterly  figures  from  the  Bureau  of  the  Census, 
BLS  made  monthly  estimates  in  accordance 
with  procedures  described  in  section  10.3-3  (b). 


*  See  10.1-8  (b)  and  lO.S-3  (b)  for  a  fidler  diacnnloB  of 
nominal  employment. 

*  Between  1939,  the  last  year  covered  by  the  State,  county, 
and  muiiicipal  survey,  and  April  1946,  the  only  reports  of 
school  employment  were  those  covering  administrative  and 
teaching  staff  of  elementary  and  secondary  schools  and  total 
staff  of  Institutions  of  higher  education,  which  were  secured 
by  the  D.  S.  Office  of  Education  biennially. 

Employment  Is  defined  on  the  census  schedule  as  the  num- 
ber of  persons  on  the  pay  roll  with  pay  during  the  pay  period 
ending  on  or  Just  before  the  last  day  of  the  calendar  month. 
In  addition  to  the  fact  that  BLS  departs  from  this  definition 
to  include  In  the  summer  months  not  merely  teachers  who  are 
paid  then  but  all  regular  teachers,  it  should  be  noted  that  the 
census  estimates  are  completed  from  four  to  six  months  after 
date  of  reference,  and  therefore  BLS  initially  makes  forecasts, 
•alng  the  above  definition,  and  then  revises  the  forecasts  once 
a  fMr,  In  March  or  April,  by  which  time  the  Census  Bnreaa 
estlmatai  for  the  preceding  calendar  year  naually  are  avaUaUa. 


10.3-2     Ad{ustments  to  Reported  Data  by  BLS 

(a)  Federal.    Although  the  BLS  uses  em- 
ployment figures  for  the  executive  branch  of  the 
Federal  Government  collected  by  the  Civil  Serv- 
ice Commission  it  makes  the  following  adjust- 
ments to  the  reported  data  in  order  to  make 
them  consistent  with  BLS  definitions:  (1)  BLS 
excludes  seamen  and  trainees  who  are  hired  and 
paid  by  private  steamship  companies  having 
contracts  with  the  Maritime  Commission,  whom 
the  Civil  Service  Commission  has  included  be- 
ginning January  1947;  (2)  BLS  excludes  sub- 
stitute rural  mail  carriers  who  have  been  in- 
cluded by  the  Civil  Service  Commission  since 
September  1945 ;  (3)  BLS  includes  in  December 
the  additional  postal  employment  necessitated 
by  the  large  Christmas  business,  which  is  ex- 
cluded from  published  Civil  Service  Commis- 
sion figures  starting  December  1942;  (4)  BLS 
includes  an  upward  adjustment  to  Post  Office 
Department  employment  prior  to  December 
1943  to  convert  temporary  substitute  employees 
from  a  full-time  equivalent  to  a  name-count 
basis,  the  latter  being  the  basis  on  which  data 
for  subsequent  months  have  been  reported;  this 
adjustment  has  not  yet  been  made  in  published 
figures  of  the  Civil  Service  Commission;  (6) 
BLS  deducted  from  Post  Office  Department  em- 
ployment reported  between  October  1945  and 
December  1946  a  progressively  larger  figure  each 
month  totaling  about  37,000  in  November  1946, 
representing  a  correction  for  over-reporting  of 
part-time  employees  who,  though  gradually  re- 
placed by  full-time  veterans  and  former  war- 
production  workers  during  this  period,  were 
not  subtracted  from  the  employment  reported ; 
the  number  of  employees  so  subtracted  was  pro- 
portionate to  the  cumulative  total  of  persons 
returned  to  civilian  life  from  the  armed  forces 
during  those  months;  the  Civil  Service  Com- 
mission has  not  made  this  revision  in  its  em- 
ployment series;  (6)  BLS  excludes  the  Panama 
Kailroad  Company  from  the  executive  branch, 
where  it  has  been  included  by  the  Civil  Service 
Commission  since  June  1943,  and  adds  it  to 
Government  corporations  where  it  was  included 
by  the  Civil  Service  Commission,  prior  to  June 
1943 ;  (7)  certain  revisions  besides  those  men- 
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tioned  above  have  been  incorporated  in  BIS 
figures  but  not  in  Civil  Service  Commission 
figures;  (8)  employment  published  by  the  Oivil 
Service  Commission  as  of  tlie  last  day  of  the 
month  is  published  by  BLS  as  data  for  the 
following  month. 

(b)  State  and  Local.  From  the  figures  on 
employment  of  State  and  local  governments 
furnished  quarterly  by  the  Bureau  of  the  Cen- 
sus, BLS  deducts  nominal  employees.'  The 
number  of  such  employees  which  was  deducted 
from  the  BLS  series  revised  March  1947  was  as- 
certained by  a  tabulation  of  total  and  permanent 
part-time  employment  and  total  pay  rolls  by 
nonschool  function  •  for  each  city  of  fewer  than 
5,000  and  each  township  of  fewer  than  10,000 
inhabitants  in  the  census  sample  in  April  1944. 
Tabulations  of  the  number  of  employees  receiv- 
ing only  a  few  dollars  during  that  month  were 
made  by  State.  From  these,  estimated  totals 
were  derived  using  the  same  blow-up  factors  as 
those  used  by  tlie  Bureau  of  the  Census  in  mak- 
ing the  original  total  estimates.    For  example: 

Iowa: 

Employment  of  cities  of  9,500-^,000  inkahitatUt 

Reported  numbtf: 

Total 600 

Nominal 50 

Estimated  number: 
Total _ 8,000 

Nominal (?) 

50 

=^X  2.000=800  Estimated  nmnber  of  nominal 

°'*'  employees. 

The  resulting  estimated  total  number  of  nom- 
inal employees  was  subtracted  as  a  constant 
from  the  census  series  each  quarter.* 

*  See  definition  of  employee,  sec.  10.1-S. 

*  Nominal  empIoyeM  are  not  apt  to  be  foond  In  larfe  •«■- 
ben  In  scbools  except  In  instltntlonB  of  higher  edacaUon  wkere 
stndoitB  often  work  part  time.  Detailed  tabulations  were 
made  of  Btndent  employees  In  these  Institntlons  ia  April  IMC, 
the  first  period  for  which  school  employment  estimate*  were 
made  by  the  Bureau  of  the  Censna,  and  those  who  reeelred 
less  than  an  arcrage  of  910  dorins  that  month  were  dedaeted 
from  the  eensos  estimate  for  that  and  for  sncceedlng  quarters. 

'  In  the  unrevised  BLS  series,  the  number  of  nominal  en- 
ployees  snbtracted  was  estimated  from  tabulations  of  only 
those  functions  In  which  nominal  employees  are  most  numer- 
ous and  the  number  was  made  to  Tary  from  quarter  to  qoarter 
in  proportion  to  Tariatioiis  la  tlw  sstinated  total  rnniliijMinl 
of  State  and  local  goTemments. 
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10J-t    A#nliii«nH    to    R^portMr    Dotal    by 

■IS— Coatinued 

For  the  nonschool  segment  of  State  and  local 
gowmmental  employment,  comparisons  of  the 
«liii9iM  MliBfttes  were  made  by  State  for  periods 
when  State  estimates  were  secured  •  by  level  of 
fovemment— States,  cities,  counties,  townships, 
and  special  districta  Occasionally  where  large 
erratic  fluctuations  could  not  be  explained  in 
terms  other  than  the  change  in  sample  in  April 
1944,  or  by  the  change  in  the  classification  of 
certain  types  of  governmental  units  effected  by 
the  new  sample,*  BLS  made  an  arbitrary  change 
in  the  census  estimate  to  achieve  a  smoother  pic- 
ture by  level  of  government  and  consequently 
in  the  State  and  national  totals."* 

For  the  school  s^ment,  employment  at  each 
institution  of  higher  education  in  the  new  census 
survey  starting  April  1946  was  reconciled  with 
onployment  reported  for  earlier  years  to  the 
U.  S.  Office  of  Education  which  had  formed  the 
basis  of  former  BLS  estimates  from  1940  on. 
The  reconciliation  resulted  in  s(Hne  adjustments 
of  census  data,  particularly  where  student  help 
received  only  nominal  pay  or  where  a  judgment 


•  state  estimates  of  nonachool  State  and  local  coTernmental 
eaployment  wen  nade  by  the  Bureau  of  the  Census  for  Jan- 
naiT  IMl.  Jannary  1942,  Aprtl  1944.  April  1945,  quarterly 
firom  April  1948  throng  April  194T,  and  thereafter  anaually 
in  October. 

*Th«  acw  nonschool  State  and  local  foremment  sample 
dnWB  to  April  1944  made  the  following  classlllcatlon  changes : 
Kcw  KnglaBd  towns  were  classlfled  with  townships  (loatead 
of  with  cities  and  Tlllagea  as  prerionsly)  ;  nrban  townships  In 
New  York,  New  Jersey,  and  Pennsylyania  were  classified  with 
townaUps  (iaatead  ot  with  cities)  ;  the  employment  of  elcht 
coimtles  (Its  In  New  York  City,  and  one  each  in  New  Orleans, 
Boston,  and  Philadelphia)  was  combined  with  that  for  the 
vftHjiag  cities;  Arlington  County,  Vs.,  was  dassiacd  aa  a 
county  (Instead  of  a  dty) ;  and  each  special  district  waa  daa- 
iMed  as  such  (and  not  as  previoasly  with  the  basic  goTem- 
■cntal  nnit,  snch  aa  a  city  or  county,  with  which  it  was 
coextensive). 

"Prior  to  April  1944,  Judgment  estimates  were  made  by 
the  Bureau  of  the  Census  for  nonreporting  units  so  that  the 
same  blow-up  factors  could  be  used  each  period  for  each 
sstimating  group.  Beginning  April  1944,  however,  no  Judg- 
ment estimates  were  made  for  nonreporters,  but  the  blow-up 
Ikurtors  were  changed  each  period  In  accordance  with  the 
mights  of  the  reporting  units.  To  Illustrate  with  a  hypo- 
thstlsal  «■»:  la  a  universe  of  10  units  of  equal  weight,  if 
S  waUtm  npMt,  the  blow-up  factor  Is  2 ;  if  2  units  report,  the 
bliraHiv  ftHtar  Is  9 ;  and  so  on.  In  some  cases  the  assumption 
ttet  ti»  wtsyiiiwat  of  governmental  units  varies  in  direct 
pn^ortion  to  the  population  of  the  units  within  a  type  nai 
rtM  group  breaks  down  and  the  syst^n  of  changing  blowi^v 
fketM*  aeeordinc  to  tha  weights  of  the  reporters  therefore 
prodneas  sadawtcs  wUeh  are  oat  of  Una  with 
I  in  adjanni  pcrtodiL 


eithnate  ^  of  the  Bureau  of  the  Census  should 
have  been  changed  in  the  light  of  later  reports ; 
and  in  some  adjustments  of  Office  of  Education 
data,  such  as  where  student  help  receiving  sub- 
stantial amounts  of  pay  obviously  had  been 
omitted  or  where  agricultural  extension  workers 
or  State  university  hospital  workers  obviously 
had  been  includecl,  with  resultant  duplication 
with  the  nonschool  segment. 

No  similar  reconciliation  by  school  system  was 
possible  for  elementary  and  secondary  sch(x>l 
employment  because  the  previously  used  Office 
of  Eklucation  figures  were  available  only  as  State 
totals.  A  reconciliation  was  made  of  these 
State  totals,  however,  and,  as  a  result,  several 
adjustments  were  made  in  the  Office  of  Educa- 
tion levels. 

Inasmuch  as  the  Office  of  Education  figures 
for  elementary  and  secondary  schools,  on  which 
BI^  had  to  rely  for  the  period  between  the 
lasi.  State,  County,  and  Municipal  Survey  esti- 
mate for  1939  and  the  first  census  estimate  for 
April  1946,  covered  only  administrative  and 
instructional  staff,  an  estimate  had  to  be  sup- 
plied for  other  types  of  employees.  In  the 
series  revised  March  1947  this  group  was  esti- 
mated in  accordance  with  the  ratio  of  other  em- 
ployees to  permanent  full-time  instructional 
staff  in  the  census  estimate  for  April  1946. 
Previous  BLS  estimates  had  used  the  ratio  of 
other  employees  to  administrative  and  instruc- 
tional staff  in  1939  in  cities  of  100,000  or  more 
inhabitants  for  which  published  State,  County, 
and  Municipal  Survey  information  was  avail- 
able. 

10.3-3     Derivation  off  Monthly  Estimates  From 
Levels  Reported  Less  Frequently 

(a)  Nation Aii  Total*.  Since  July  1948, 
employment  in  continental  United  States  "  and 
in  Uie  Washington,  D.  C,  metropolitan  area  has 
been  reported  monthly  by  all  Federal  agencies 


u  Although  it  was  stated  In  footnote  10  that  starting  April 
1944.  the  Bureau  of  the  Census  ceased  using  Judgment  esti- 
■ataa^  that  referred  only  to  the  nonschool  employment  eatl- 
■ataa.  No  blow-ups  are  used  for  institutions  of  higher  edn- 
tattm  and  therefore  Judgment  estimates  must  be  mads  for 
nonreporters. 

"Continental  United  SUtea  covers  the  48  States  and  the 
Dtotrlet  of  CohimbU. 
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except  the  Farm  Credit  banks  which  report 
quarterly  or  semiannually.  Farm  Credit  bank 
employment  for  the  months  between  reports  is 
estimated  first  by  judgment  projections  which 
are  revised  when  the  next  report  is  received  by 
interpolating  on  a  straight-line  basis  between 
the  reported  figures.  From  July  1943  through 
December  1946,  employment  outside  continental 
United  States  was  reported  by  all  Federal  agen- 
cies quarterly  and  employment  for  months  be- 
tween was  estimated  by  straight-line  interpola- 
tion. Beginning  December  1946,  employment 
outside  continental  United  States  has  been  re- 
ported monthly  by  all  Federal  agencies  except 
Farm  Credit  banks  which  reported  quarterly  or 
semiannually. 

Prior  to  July  1943,  combined  figures  for  conti- 
nental employment  and  employment  outside  the 
United  States  were  reported  monthly  by  all 
Federal  agencies  in  the  executive  branch.  In 
certain  periods  (January  of  1937,  1938,  1939, 
and  1940,  and  July  of  1941 )  employment  outside 
continental  United  States  also  was  reported. 
Estimates  of  employment  outside  the  country 
for  months  between  these  reporting  dates  were 
secured  by  straight-line  interpolation.  These 
then  were  subtracted  from  the  reported  data 
for  all  areas  to  secure  estimates  for  the  conti- 
nental area. 

Prior  to  July  1943,  Government  corporations 
reported  employment  semiannually  as  of  June 
30  and  December  31,  by  all  areas,  continental 
United  States,  and  Washington,  D.  C.  Data 
for  the  intervening  months  were  secured  by 
straight-line  interpolation. 

Although  total  employment  for  the  judicial 
branch  of  the  Federal  Government  has  been  re- 
ported monthly  since  November  1933,  employ- 
ment in  the  judicial  branch  outside  continental 
United  States  was  reported  only  for  December 
1938,  until  1945,  when  a  monthly  figure  was 
first  obtained. 

State  and  local  governmental  employment  is 
subject  to  wide  seasonal  variation  and  reports 
on  it  are  received  only  quarterly.  To  secure 
estimates  for  months  between  quarters,  seasonal 


indexes  for  the  school  and  nonschool  segments 
were  developed  from  preliminary  monthly  esti- 
mates for  1937-39  based  on  State,  county,  and 
municipal  survey  reported  data. 

The  nonschool  seasonal  index  was  applied  aa 
follows :  When  levels  for  the  beginning  and  end 
of  the  quarter  were  known,  seasonality  was  first 
remov^  to  secure  trend  only.  The  'Hrraid" 
points  were  then  plotted  on  a  graph  and  joined 
by  freehand  method  and  the  monthly  points  so 
determined  were  then  multiplied  by  the  seasonal 
index  to  reintroduce  seasonality. 

From  1940  through  1945  education  employ- 
ment was  reported  only  biennially.  The  same 
general  method  used  to  estimate  nonschool  em- 
ployment was  used  to  convert  these  infrequently 
reported  education  figures  into  monthly  esti- 
mates, but  a  variation  was  introduced  for  1939 
when  the  final  SCM  figure  represented  an  aver- 
age for  the  year  rather  than  the  level  for  a  par- 
ticular month.  In  that  case,  the  average  school 
employment  for  1938  and  1939  were  used  for 
plotting  purposes  as  the  trend  values  for  D©- 
cember  1938  and  December  1939  respectively. 
These  were  joined  by  freehand  method,  ths 
values  of  the  resulting  monthly  points  were  read 
from  the  graph  and  multiplied  by  the  seasonal 
indexes  for  corresponding  months,  etc.,  as  in 
the  case  of  nonschool  employment.  The  result- 
ing figures  were  adjusted,  however,  to  the  SCM 
average  employment  for  the  year. 

This  method  of  estimating  monthly  figures 
from  less  frequent  reports  assumes  that  esti- 
mates based  on  reported  figures  are  available  for 
the  beginning  and  end  of  some  period  and  that 
the  problem  is  to  estimate  data  for  the  inter- 
vening months.  Where  reported  data  are  avail- 
able for  one  quarterly  month  but  not  for  the 
next  and  estimates  are  desired  for  one  or  more 
months  following  the  last  reported  month,  such 
as  where  estimates  are  desired  for  current 
months,  the  procedure  is  to  project  as  carefully 
as  possible,  on  the  basis  of  all  known  facts  and 
tendencies,  a  figure  for  the  next  quarterly 
month  for  which  a  report  eventually  will  be  re- 
ceived, and  then  to  follow  the  method  outlined 
above  to  secure  estimates  for  the  intervening 
months.  When  the  actual  figure  is  received  for 
the  next  reix)rting  period,  a  revision  of  the  pro- 
jected monthly  figure  will  be  necessary  exc^t  in 
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the  rare  case  of  a  coincidence  of  the  forecast 
and  the  estimate  based  on  reported  data. 

(b)  State  Estimates.  Employment  report! 
or  estimates  based  on  survey  reports  have  been 
available  less  frequently  for  individual  States 
than  for  the  country  ai  a  whole  for  both  the 
Federal  and  Stat©  and  local  segments."  The 
way  in  which  the  reported  or  estimated  national 
totals  were  distributed  by  States  is  the  same  for 
both  segments  and  is  as  follows : 

The  percentage  distribution  of  employment 
by  Stale  for  each  period  for  which  figures  were 
available  by  State  constitutes  a  "State  pattern." 
A  straight-line  interpolation  was  made  between 
tliese  percentages  for  each  State  for  each  month 
between  the  patterns.  The  resulting  interpo- 
lated percentages  were  totaled  for  the  48  States 
by  month  and  adjusted  to  a  total  of  100.  The 
percentages  were  then  multiplied  by  the  em- 
ployment total  for  the  48  States  to  secure  the 
estimated  employment  by  State.  An  example  is 
given  in  the  adjoining  colmnn. 

This  method  assumes,  of  course,  that  the  re- 
sults of  a  State  survey  are  avaiUble  for  two 
periods  and  that  the  problem  is  to  develop  a 
State  distribution  for  the  months  between.  If 
the  problem  is  to  estimate  for  months  after  the 
hist  available  State  survey,  employment  is  dis- 
tributed by  State  each  month  in  accordance 
with  the  last  known  pattern.  This  id  corrected 
either  at  the  dose  of  the  quarter  or  the  year  as 
is  described  in  section  10.4r4. 
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■■InMoiacb  m  VMenl  aai  Dtottlct  OevuruBcnt  CBpIor- 
rnent  In  WashinKtoo,  D.  C,  to  mported  to  VIM  moBthlj.  tMl§ 
■tatnMot  and  Uie  Mtlmtlag  rnnMboA  nbMvwiitUr  a«erlb«d 
nfK  only  to  Um  48  State*. 


Pvraant  diatHbatkn  of  odooatlon  employmeot 
o(  Btato  and  tood  Kovomments 

Btate 

Baaed  on 
actual  em- 
ployment 

Interpolated  peroent- 

Baaed  on 
actual  em- 
ployment 

Janoanr 

February 

Marob 

April 

IS  Statn,  total. 

loaw 

loaoo 

100.00 

100.00 

AMMinii 

tl7 
.M 
1.M 
6.76 
1.66 
LIS 

117 
.M 
1.44 
6.78 
1.06 
1.15 

Z17 
.67 
1.46 
6.79 
LOS 
L14 

2.17 

Aitana. 

.87 

ArkaiuMi 

1.46 

OaUftiniia. - 

Oolondo 

Connecticut 

[«te.l 

6.81 
L06 
L14 

The  components  from  which  State  estimates 
are  built  up  and  the  present  frequency  of  the 
State  surveys  for  each  are  given  below : 

Federal 

Executive : 
Army  and  Air  Force  Deport-  Quarterly :  January, 

ments.  ^^U.    J«^'    *"* 

October. 

Navy  Department Monthly. 

Other  defense  agencies Annually :  January. 

Post  Office  Department Da 

All  other  agencies Do. 

Legislative Monthly. 

JudldaL        One-time:    January 

1969.* 

Government  corporations : 

Federal  Reserve  banks Monthly. 

Farm  Credit  banks Semiannually:  Jan- 
uary and  July. 
Panama  R.  R.  Company Annually:  January. 

5l«<e  and  local 

NoBst^ool : 
State  governments Annually:  October. 

Local  governments Do. 

Education,  total —        Do. 

*  Inaamuch  as  Judicial  employment  does  not  exceed  several 
bnndred  in  any  of  the  States,  It  has  not  been  deemed  worth- 
wblla  t*  make  a  new  SUte  suryey. 


10.4    STATE  ESTIMATES  AVAfUBLE  FOR  PUBLICATION 


10.4-1     Detail  Available 

(a)  For  Analysts.  A  list  of  all  the  items 
by  which  the  government  employment  estimates 
by  State  are  compiled  appears  in  section  10.3-3 
(b).  Some  of  the  items  are  not  significant  for 
analysis,  however,  and,  therefore,  a  grouping 
is  made  before  data  are  transmitted  to  State  co- 
operating agencies.  The  form  in  which  data, 
rounded  to  hundreds,  are  transmitted  is  shown 
below: 

Branch  and  Aqenct  Grottp 

Total  government : 
Federal : 

Defense  agencies. 

Post  Office  Department. 

Other  agencies  and  branches. 
State  and  local : 

Education. 

Other. 

The  subgroups  are  forced  to  add  to  the  sub- 
group totals,  and  the  subgroup  totals  are,  in 
turn,  forced  to  add  to  the  government  total. 

(b)  Fob  Publication.  The  items  which  may 
be  published  are:  (1)  Total  government,  (2) 
total  Federal,  and  (3)  total  State  and  local. 
The  other  items  are  furnished  merely  for  use 
in  analyzing  the  movements  in  the  totals. 
Reference  may  be  made  in  the  text  to  the  direc- 
tion, but  not  the  amount,  of  change  in  the  sub- 
groups by  name.  For  example,  a  statement  such 
as  "The  increase  in  Federal  employment  oc- 
curred mainly  in  the  defense  agencies,"  would 
be  permissible. 

10.4-2     Timing  of  Current  Estimates 

Current  estimates  are  available  between  the 
10th  and  16th  of  the  month  foUowing  the  one 


for  which  they  are  used  and  are  mailed  to  the 
States  promptly.  Upon  request,  total  and  Fed- 
eral govermnent  estimates  are  wired  as  soon  as 
they  are  available. 

10.4-3     Estimates  for  Pr«vleus  P*riodt 

Upon  request,  monthly  estimates  from  Janu- 
ary 1943  to  date  wi]\  be  made  available  to  the 
Contract  States. 


10. 


Frcquenqr  of  Revision 

(a)  Annual  Over-All  Revisions.  In  the 
spring  of  each  year,  an  over-all  revision  is  made 
in  the  data  for  the  preceding  calendar  year. 
The  purpose  of  the  revision  is  to  take  account 
of  new  survey  materials  that  have  become  avail- 
able since  the  original  estimates  were  made. 
(See  sec.  10.3-3  (b).) 

Revised  monthly  employment  estimates  then 
are  furnished  to  the  Contract  State  agencies  for 
(1)  total  government,  (2)  total  Federal,  and  (3) 
total  State  and  local.  Upon  request,  the  revised 
monthly  data  for  the  subgroups  will  also  be 
made  available. 

(b)  Interim  Subgroup  Revisions.  Ordi- 
narily, interim  revisions  are  made  only  for  the 
defense-agencies  subgroup.  The  Army  and  Air 
Force  Departments,  which  are  included  in  this 
subgroup,  issue  a  report  of  their  employment  by 
State  once  each  quarter,  upon  whidi  BLS  then 
bases  its  estimates  for  the  ensuing  quarter.  In 
States  where  the  new  report  makes  a  substantial 
change  or  a  change  in  direction  from  the  esti- 
mates previously  furnished  to  the  State  agen- 
cies, a  revised  estimate  is  furnished  for  the  pre- 
ceding month  for  (1)  defense  agencies,  (2)  total 
Federal,  and  (3)  total  government 
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10.S-1     Need  for  Dtv«lopni«iit 

Since  the  beginning  of  the  war,  the  War  De- 
partment (now  split  into  the  Anny  and  Air 
Force  Departments)  and  the  Navy  Department 
have  dominated  the  Federal  employment  pic- 
ture. They  have  been  the  chief  cause  of  move- 
ments of  Federal  employment  in  the  various 
States,  but  also  they  have  been  the  agencies  for 
which  we  have  had  most  frequent  reports  by  lo- 
cation. The  Army  and  Air  Force  Departments 
have  furnished  such  reports  to  us  quarterly  all 
during  the  war,  while  the  Navy  Department 
furnished  such  reports  quarterly  until  May  1944 
and  monthly  since  then.  Employment  in  other 
Federal  departments  and  agencies  is  more 
stable  and  does  not  distort  our  preliminary  em- 
ployment estimates  if  reported  only  annually. 
No  need,  therefore,  exists  for  the  development 
of  State  estimates  of  Federal  employment  on 
the  part  of  the  Contract  States. 

The  State  and  local  government  employment 
estimates  by  State,  however,  at  best  have  been 
available  only  quarterly  (for  some  periods  only 
annually)  and  with  a  lag  of  4  to  6  months 
after  the  month  of  reference.  This  means 
that  the  State  surveys  can  be  utilized  only 
•t  the  time  of  the  annual  revision  and  that 
initial  current  estimates  must  be  extrapolated. 
In  some  States  there  may  be  either  already  in 
operation  or  planned  a  system  which  will  yield 
for  segments  of  State  and  local  government 
better  estimates  of  employment  than  can  be  pro- 
vided by  the  above  method  of  extrapolation.  If 
the  local  data  are  better,  they  should  of  course 
be  used.  There  are  many  pitfalls  along  the 
route  to  good  government  estimates,  however, 
and  for  this  reason,  the  Contract  State  is  re- 
quested to  discusB  the  problem  in  detail  with  the 
Washington  office  of  BLS  before  substituting 
local  data  for  those  supplied  by  BL& 


10.5-2     Technical  Aids  Avoilabl* 

BLS  stands  ready  to  assist  the  States  in  de- 
veloping monthly  surveys  of  State  and  local 
government  employment  by  making  available 
the  experience  gained  throu^  the  State, 
County,  and  Municipal  Surveys  (covering  the 
period  1929-39)  and  by  making  proper  clear- 
ances with  the  Bureau  of  the  Census  and  ar- 
ranging to  obtain  from  Census  the  technical 
assistance  that  it  is  in  a  position  to  give. 

Below  is  a  partial  list  of  the  pertinent  techni- 
cal aids  in  this  field  which  BLS  headquarters 
can  fumisli  upon  request  to  a  Contract  State, 
contemplating  collection  of  data  locally: 

List  of  units  in  present  Census  Bureau 
sample. 

Detailed  statement  on  Census  Bureau's 
method  of  estimating. 

Detailed  statement  on  method  of  estimating 
used  in  State,  County,  and  Municipal 
Survey  (SCM). 

Photostats  of  actual  Census  Bureau  sched- 
ules. 

Copies  of  blank  schedules  and  definitions 
used  by  Census  Bureau  and  in  SCM 
survey. 

Copies  of  tabulating  and  estimating  forms 
used  by  Census  Bureau  and  in  SCM 
survey. 

List  and  description  of  items  the  definitions 
should  cover  so  as  to  include  or  exclude 
the  items  as  desired  (e.  g.,  nominal  em- 
ployees, "employees"  on  service  contract, 
officials  paid  through  retention  of  fees, 
school  teachers  when  on  unpaid  vacations, 
etc). 


SEaiON  11 


Industries  Requirins  Special  Treatment 


11.1     GENERAL 


11.1-1     Rules  Flexible 

Rules  governing  the  preparation  of  employ- 
ment estimates  in  industries  requiring  special 
treatment  as  presented  in  this  Section  of  the 
Manual  are  not  to  be  construed  as  final  or  in- 
flexible. They  merely  comprise  the  best  avail- 
able methods  that  are  known  at  present  to  the 
Washington  staff  for  handling  many  of  the 
problems  in  preparing  estimates  (1)  for  indus- 
tries not  covered  or  only  partially  covered  by 
the  Social  Security  Act  and  State  UC  laws  and 
not  covered  by  BLS;  (2)  for  industries  covered 
by  UC  but  not  covered  or  inadequately  covered 


by  the  BLS  sample;  and  (3)  for  some  of  the 
industries  covered  by  both  UC  and  the  BLS 
sample.  Improved  methods  will  be  recom- 
mended, industry  by  industry,  as  soon  as  they 
can  be  developed.  In  any  State  in  which  locally 
available  data  make  possible  for  one  of  the  in- 
dustries discussed  in  this  section  estimates  which 
the  State  believes  to  be  superior  to  the  estunates 
derived  by  these  procedures,  the  State  data 
should  by  all  means  be  used.  Please  advise  the 
BLS  Washington  office  of  the  variation  in  order 
that  a  successful  technique  in  one  State  may  be 
passed  on  to  other  States. 


11.2 


11.2-1 


INDUSTRIES  NOT  COVERED  OR   PARTIALLY  COVERED  BY  UC  AND  NOT 

COVERED  BY  BLS 


Procedures  for  preparing  employment  esti- 
mates for  this  group  of  industries  are  discussed 
below. 

(a)  Intebstates  Railboads  (SSA  40).  This 
major  industry  group  includes  employment  in 
class  I  railway  establishments.  Railway  Express 
and  Pulhnan  companies,  class  II  and  III  rail- 
way establishments,  and  electric  railways.  All 
these  establishments  are  subject  to  the  provi- 
sions of  the  Railroad  Retirement  and  Railroad 
Unemployment  Insurance  Acts.  (Prior  to 
July  1,  1939,  employees  in  this  industry  were 
covered  by  UC  legislation.) 

(1)  Cla»8  I  Railways,  Railway  Exjn-ess 
Agefwy  and  the  Pullman  Company 

(i)  Benchmarks.  The  Washington  office 
has  provided  the  following  employment  bench- 
marks, by  State :  number  of  employees  receiving 


pay  in  Jkily  1940  for  each  class  I  steam  railway; 
number  of  employees  at  the  middle  of  Septem- 
ber 1945  and  at  the  middle  of  July  1947  for  each 
class  I  steam  railway,  for  each  class  I  switching 
and  terminal  company,  and  for  the  Railway  Ex- 
press Agency  and  the  Pulhnan  Co.     These 
benchmark  data  cover  all  groups  of  railroad 
employment,  including  railway  repair  shop  em- 
ployees.   The  benchmarks  are  based  on  reports 
of  individual  establishments  to  the  Association 
of  the  American  Railroads  (except  the  Railway 
Express  Agency  and  the  Pulhnan  Co.  from 
which  organizations  the  BLS  receives  bendi- 
raark  reports  directly),  and  to  the  Interstate 
Commerce  Commission.    The  distribution  of 
employees  by  State  was  tabulated  by  each  estab- 
lishment on  the  basis  of  pay  deliVery  points. 
The   Washington   office   secures   new   bench- 
marks for  this  industry  about  every  2  years,  or 
more  frequently  when  sizeable  shifts  in  eco- 
nomic activity  occur. 
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11.2-1     ContiiiiMd 

(ii)  Curreni  Estimates,  The  Washington 
office  furnishes  the  States  with  monthly  national 
employment  figures  reported  by  class  I  steam 
railways,  class  I  switdiing  and  terminal  com- 
panies, the  Railway  Express  Agency,  and  the 
Pullman  Company  to  the  Interstate  Commerce 
Commission.  The  States  then  compute  monthly 
estimates  of  emplo3nnent  in  these  segments  of 
the  railroad  industry  on  the  basis  of  the  July 
1947  pattern.  One  permissible  simplification 
of  this  procedure  is  that  the  employment  figurw 
lor  mifaroMk  which  had  60  or  fewer  employees 
in  a  State  in  the  bmdimark  month,  July  1947, 
ean  be  carried  as  constants.  Thefw  firms  are 
unally  railroads  which  do  not  operate  in  the 
Sttto,  but  which  have  freight  and  passenger 
■giiiies  in  the  principal  cities.  The  percentage 
of  total  line  employment  of  the  railroad  in  the 
fltote  is  generally  so  small  that  total  employ- 
ment would  hstre  to  undei^  a  TWy  marked 
dhuige  to  prodooe  a  difference  of  even  one 
employee  in  the  State. 

(2)  Class  II  and  III  BaOmmg  Establishmmis 
and  EheMc  Railways. 

(i)  B0nehmark§.  The  Washington  oiloe 
furnished  the  States  with  the  estimated  aver- 
age number  of  employees  for  the  years  1944  and 
1946  on  daaa  II  and  III  steam  railways,  in  class 
II  and  III  switching  and  terminal  oomiwiiies 
and  electric  railways  (regulated  by  the  ICC) 
for  each  State.  These  data  cover  all  groups  of 
railroad  employment,  including  railway  repair 
sIm^  employees.  Since  no  employment  data  for 
these  establishments  were  reported  with  State 
bnak-downs,  the  distribution  of  benchmarks, 
by  State,  for  these  segments  of  the  railroad  in- 
ihiitij  was  estimated  bj  the  BL8  on  the  basis 
of  miles  of  road  (^lerated  by  each  establish- 
«snt,  exclusive  of  mileage  used  under  tradnge 
rii^ts  in  each  Stale.  It  should  be  noted  tint 
this  method  may  not  give  an  accurate  estimate 
of  employment  in  each  State,  especially  in  the 
case  of  switching  and  terminal  companies  op- 
erating in  more  than  one  State.  Therefore,  if 
a  particular  State  has  locally  available  infor- 
mation which,  in  the  State's  judgment  will  lead 
to  better  estimates  for  the  State,  that  informa- 
tion should  be  used. 


(ii)  Current  Estimates.  The  1946  employ- 
ment benchmark  data  for  class  II  and  IH  rail- 
way establishments  and  electric  railways  may 
be  used  as  constants  in  estimating  the  total 
monthly  employment  for  the  Interstate  Rail- 
roads. In  the  absence  of  monthly  employment 
information  the  general  policy  of  the  BLS  is 
not  to  carry  employment  data  as  constants  but 
to  adjust  them  on  the  basis  of  changes  of  certain 
other  related  series  which  vary  from  month  to 
month.  Deviation  from  this  policy  is  recom- 
mended in  the  case  of  class  II  and  ni  railways 
because  (a)  it  is  believed  that  class  11  and  III 
railway  employment  and  class  I  railway  em- 
ployment— the  most  nearly  related  series  in  sub- 
ject matter — do  not  move  together,  and  (b)  class 
n  and  in  employment  is  such  a  small  part  of 
the  total  that  month-to-month  variations  in  the 
class  II  and  III  estimates  have  a  negligible 
effect  on  total  estimates. 

(b)  WATB«TRAN8PoaTATioif  (SSA44).  This 
major  industry  group  includes  companies  en- 
gaged in  transportation  on  the  open  seas  or 
inland  waters.  Shore  employees  in  this  indus- 
try are  completely  covered  by  the  Social  Secu- 
rity Act  and  UC  State  laws,  but  vessel  em- 
ployees as  a  rule  are  covered  only  by  the  OASI 
provisions  of  the  act. 

(1)  Benchmarks.  The  Washington  office 
supplied  the  State  (^ces  with  the  September 
1943  benchmark  data  by  State  for  major  indus- 
try group  44  as  a  whole,  including  vessel  em- 
ployees. The  State  distribution  is  estimated 
by  the  BLS  on  the  basis  of  impublished  mate- 
rial procured  from  the  BOASI  and  XJ.  S.  Mari- 
time Commission.  Employment  on  vessels  op- 
erated during  the  war  by  the  War  Shipping 
Administration  was  included  in  the  BOASI 
data.  In  allocating  water  transport  employees 
to  States,  the  BOASI  used  the  employee's  last 
State  of  emplo3rment  as  reported  by  the  em- 
ployer or,  if  not  reported,  the  State  of  the  last 
employer's  central  office. 

(S)  Current  Estimates. 

(i)  For  securing  current  employment  esti- 
mates in  industry  group  44  as  a  whole  (includ- 
ing vessel  employees)  for  a  given  month  in  a 
given  State,  it  is  recommended  that  the  Septem- 
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her  1943  ratios  of  estimated  total  employment  in 
the  water  transportation  industry  to  UC  em- 
ployment data  for  the  same  State  be  applied  as 
multipliers  to  ES-203  employment  data  for  the 
given  month  in  the  given  State.  If  ES-203  data 
are  not  available  for  later  months,  UC  coverage 
should  be  estimated  on  the  basis  of  ES-202  data. 
Employment  data  estimated  in  the  described 
manner  are  not  to  be  published  as  separate  esti- 
mates or  otherwise  disclosed,  because  the 
BOASI  data  were  secured  on  the  condition  that 
they  are  not  to  be  published.  BLS  assumes  full 
responsibility  for  not  revealing  the  BOASI 
data.  More  specifically,  this  means  that  water 
transportation  must  be  combined  with  other 
transport  industries  (41, 42, 43,  and  45)  in  pub- 
lished figures. 

(ii)  In  applying  these  ratios  to  obtain  cur- 
rent employment  estimates  in  industry  44  for 
various  States,  it  is  important  to  be  on  guard 
concerning  changes  in  the  UC  coverage  due  to 
the  current  restoration  of  ships  to  private  own- 
ers by  the  Government  or  due  to  changes  in  UC 
"exclusions"  of  maritime  service  after  1943,  so 
that  the  1943  ratios  do  not  lead  to  unsatisfactory 
estimates  of  employment  in  States  where  those 
changes  have  taken  place.    In  this  respect  it 
should  be  noted  that  in  1945  unemployment 
compensation  laws  regarding  exclusion  of  mari- 
time service  were  repealed  in  five  States  (Iowa, 
New  Jersey,  Ohio,  Texas,  and  West  Virginia) 
and  seven  other  States  (Alabama,  Georgia,  Illi- 
nois, Oregon,  Pennsylvania,  Texas,  and  Wash- 
ington) amended  existing  exclusions.    As  of 
July  1, 1946,  private  maritime  employment  was 
covered  under  almost  all  State  laws. 

(iii)  In  view  of  these  current  and  expected 
changes  in  UC  coverage,  as  compared  with  the 
1943  coverage,  the  following  working  rule  is 
suggested  for  the  computation  of  a  new  multi- 
plier for  the  water  transportation  industry  in  a 
given  State,  whenever,  as  a  result  of  changes  in 
the  UC  coverage  for  that  State,  a  break  occura 
m  the  UC  employment  series  during  a  particu- 
lar month  : 

Assume  that  the  break  in  UC  data  occurs  be- 
tween December  1944  and  January  1945; 


(a)  set  the  January  1945  estimate  of  employ- 
ment in  water  transportation  equal  to  the  De- 
cember 1944  estimate; 

(b)  compute  a  new  multiplier,  by  dividing 
the  January  1945  estimate  (December  1944)  by 
the  UC  figure  for  January  1945 ;  and 

{c)  use  the  new  multiplier  against  the  UC 
data  beginning  with  estimates  for  F^ruarv 
1946.  ^ 

(iv)  The  method  recommended  for  estimat- 
ing current  employment  in  water  transportaticm 
is  subject  to  several  limitations,  but  at  the 
moment  it  appears  to  be  the  best  available  one. 

(c)  SiamcKs    Allied   to   TiuKSPOKrATioif 

(SSA  45) 

(1)  A  small  segment  of  major  industiy 
group  45  is  not  covered  by  the  Social  Security 
Act  and  State  UC  laws.  This  segment  consists 
of  establishments  primarily  engaged  in  renting 
railroad  cars.  These  establishments  are  known 
as  car  loan  companies,  and  are  subject  to  the 
provisions  of  the  Railroad  Retirement  and  Rail- 
road Unemployment  Insurance  Acts. 

(i)  Benchmxxrks.  The  Washington  office 
furnished  the  State  offices  with  average  employ- 
ment benchmarks,  by  State,  for  car  loan  com- 
panies for  the  year  1944.  These  daU  are  being 
used  m  addition  to  regular  benchmarks  for  in- 
dustry 45  (UC  data  supplemented  by  BOASI 
data).  Benchmarks  for  car  loan  companies  are 
based  on  reports  of  those  companies  to  the  Rail- 
road Retirement  Board  for  the  year  1944.  The 
State  distribution  of  employment  of  car  loan 
companies  for  1944  is  estimated  by  the  BLS  on 
the  basis  of  percent  distribution  of  employ- 
ment in  class  I  steam  railways  for  September 
1945.  It  is  proposed  that  a  State  distributiim 
of  employment  of  car  loan  companies  be  pm- 
pared  every  two  years. 

(ii)  Current  EstimMes.  For  securing  em- 
ployment estimates  in  major  industry  group  46 
as  a  whole  (including  car  loan  companies  cov- 
ered by  the  Raiboad  Retirement  Act)  for  Jan- 
uary 1943  forward  in  a  given  Stete,  the  number 
of  employees  in  car  loan  companies  covered  by 
the  Railroad  Retirement  and  Railroad  Unem- 
ployment Insurance  Acts  in  that  State  for  1944 
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may  be  carried  as  a  constant  figure  and  added 
to  monthly  employment  estimates  for  the  re- 
mainder of  the  industry. 

(d)  Medical  and  Otheb  Health  Services 

(SSA  80). 

(1)  Benchmarks.  Since  UC  coverage  of  this 
major  industry  group  is  inc(»nplete  (nonprofit 
hospitals  are  not  covered  by  the  Social  Security 
programs)  the  Washington  office  furnished  the 
State  offices  with  State  employment  data  for 
Major  Industry  Group  80,  including  nonprofit 
nongovernment  hospitals  for  September  1945. 
Those  benchmarks,  by  State,  have  been  built 
from  UC,  BOASI,  American  Hospital  Associ- 
ation and  Bureau  of  Foreign  and  Domestic 
Commerce  data.  In  the  future  the  Washington 
office  expects  to  provide  the  States  with  new 
benchmarks  annually. 

(2)  Current  Estimates.  The  September  1945 
benchmarks,  by  State,  should  be  projected  from 
January  1943  to  the  current  month  with  UC 
data  for  major  industry  group  80.  Since  UC 
coverage  of  this  industry  is  influenced  from 
month  to  month  by  changing  legal  interpreta- 
tions, it  is  suggested  that  the  identical-firm  ES- 
202  reports  will  provide  a  better  basis  for  pro- 
jection than  will  the  ES-203  reports. 

(e)  Educational  Institutions  and  Agen- 
cies ( SSA  82) .  As  nonprc^t  educational  insti- 
tutions are  not  covered  by  Social  Security  pro- 
grams, the  covered  employment  in  major  group 
82  is  very  smaU. 

(1)  Industry  Groups  ^1— Elementary^  Sec- 
ondary, and  Preparatory  Schools  and  8£2 — 
Junior  Colleges,  Colleges,  Universities,  and 
Professional  Schools. 

(i)  Benchmarks.  The  Washington  office 
furnished  the  Regional  office  with  State  employ- 
ment data  in  these  two  groups  for  the  academic 
years  1942-43  through  1945-46  and  recom- 
mended the  substitution  of  those  data  for  UC- 
BOASI  figures  in  Industry  Groups  821  and  822 
since  the  level  of  the  latter  data  is  very  low  on 
account  of  the  exclusion  of  nonprofit  educa- 
tMniml  institutions  from  SSA  coverage.  The 
benchmarks  supplied  by  Washington  are  esti- 


mates of  the  BLS  based  on  published  and  unpub- 
lished material  procured  from  the  U.  S.  Office 
of  Education,  National  Catholic  Welfare  Con- 
ference, National  Council  of  Business  Schools, 
and  U.  S.  Bureau  of  Foreign  and  Domestic 
Commerce  and  on  the  results  of  conferences 
held  by  staff  members  of  the  BLS  with  special- 
ists of  these  organizations.  It  should  be  noted 
that  in  estimating  parochial  school  employment, 
members  of  religious  orders  employed  in  teach- 
ing positions  were  included  in  the  BLS  data 
even  though  those  teachers  might  not  receive 

The  State  distribution  of  employment  in  In- 
dustry Groups  821  and  822  for  1942-43  through 
194&-46  is  based  (a)  on  tlie  U.  S.  Office  of  Edu- 
cation reports  from  non-Catholic  private  ele- 
mentary and  secondary  schools  for  the  1940-41 
academic  year  and  from  non-Catholic  private 
colleges  and  universities  for  1939-40  and  1943- 
44  and  (b)  on  the  National  Catholic  Welfare 
Conference  surveys  of  Catholic  elementary 
schools  for  1939-40,  Catholic  secondary  schools 
for  1941-42  and  1944-45,  and  Catholic  colleges 
and  universities  for  1939-40  and  1944-45. 

(ii)  Current  Estimates.  It  is  recommended 
that  bencluiiark  data  for  each  academic  year  be 
carried  as  constants  beginning  with  September 
and  ending  with  August  of  each  year. 

(2)  Industry  Groups  823, 82 ^,  and  829,  Non- 
profit  Educational  and  Scientific  Research 
Agencies;  Libraries,  Museums,  and  Botanical 
and  Zoological  Gardens;  Schools  and  Related 
Educational  Services,  n.  e.  c.  Employment  in 
these  industry  groups  consists  of  two  segments : 

(a)  private  institutions  operated  for  profit  and 

(b)  nonprofit  nongovernmental  institutions. 
Establishments  in  the  first  segment  are  covered 
by  UC  and  BOASI.  (All  the  BOASI  small 
firm  data  for  Major  Industiy  Group  82  should 
be  added  to  Industry  Group  829 — Schools  and 
Belated  Educational  Institutions,  n.  e.  c. — ^be- 
cause it  is  considered  that  there  are  few  very 
small  firms  in  the  other  segments  of  Major  In- 
dustry Group  82.)  Establishments  in  the  sec- 
ond segment  are  not  covered  by  UC  or  BOASI. 
Employment  in  such  establishments  probably 
constitutes  a  very  small  segment  of  total  em- 
ployment in  Major  Industry  Group  82. 


Industries  Requiring  Special  Treatment 
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11.2-1     Continued 

Current  estimates  for  the  covered  portion  of 
industry  groups  823,  824,  and  829  can  be  ob- 
tained by  use  of  ES-203  data  for  these  groups 
after  adding  the  BOASI  small  firm  data  for 
Major  Industry  Group  82. 

(f )  Other  Professional  and  Social  Service 
Agencies  AND  Institutions  (SSA  83)  and  Non- 
profit Membership  Organizations  (SSA  86). 
These  two  major  industry  groups  are  only  par- 
tially covered  by  Social  Security  programs.   On 
the  basis  of  statistical  material  available,  it  has 
been  ascertained  that  it  is  impossible  to  establish 
entirely  separate  satisfactory  benchmarks  for 
these  two  groups.    In  order  to  expedite  a  solu- 
tion of  this  problem,  it  has  been  found  expedient 
to  add  a  third  (covered)  industry.  Major  In- 
dustry Group  81,  Law  offices  and  related  serv- 
ices, to  major  groups  83  and  86  and  to  divide 
these  three  major  groups  into  two  categories  as 
follows:  (1)  major  industry  groups  81,  83  and 
the  noncovered  part  of  86;  and  (2)  the  covered 
part  of  major  industry  group  86  which  includes 
also  railroad  labor  unions  and  railroad  associa- 
tions subject  to  provisions  of  the  Raili-oad  Re- 
tirement and  Railroad  Unemployment  Insur- 
ance Acts. 

(1)  Bf*nchmarks.  Benchmarks  for  the  above 
two  categories  for  September  1943  were  pre- 
pared by  the  Washington  office  and  were  trans- 
mitted to  the  States.  These  benchmarks,  by 
State,  have  been  built  from  UC,  BOASI,  Rail- 
road Retirement  Board  (covers  railroad  labor 


unions  and  railroad  associations— component 
parts  of  Industry  Group  863),  and  1940  census 
data  (number  of  private  wage  and  salary  work- 
ers in  legal,  engineering,  and  miscellaneous  pro- 
fessional services  and  in  charitable,  religious, 
and  membership  organizations).  More  recent 
benchmarks  will  be  sent  to  the  States  when  avail- 
able. 

(2)  Current  Estimates.   The  September  1943 
benchmarks  for  the  first  category  consisting  of 
Major  Industry  Groups  81,  83,  and  the  noncov- 
ered part  of  86  should  be  projected  from  Janu- 
ary 1943  to  the  current  month  with  UC  data 
for  SSA  Major  Groups  81  and  83  combined,  and 
the  benchmark  for  the  second  category,  the  part 
of  Major  Industry  Group  86  covered  by  SSA 
and  RRB  should  be  projected  with  UC  data  for 
SSA  Major  Group  86.    Since  UC  coverage  of 
these  mdustries  is  influenced  from  month  to 
month  by  changing  legal  interpretations,  it  is 
suggested  that  the  identical-firm  ES-202  re- 
ports  will  provide  a  better  basis  for  projection 
than  will  the  ES-203  reports.    The  BLS  does 
not  consider  that  recommended  benchmarks  and 
methods  of  current  estimates  for  Industries  83 
and  86  are  ideal  but  believes  that  the  data  will 
l)e  sufficiently  accurate  to  produce  no  serious 
error  in  any  published  category  of  which  they 
are  a  part. 

(g)  Private  Households  (SSA  90).  Em- 
ployment in  private  households  (domestic  serv- 
ice) is  not  included  in  the  BLS  estimates  of  non- 
agricultural  employment. 


11.3 


INDUSTRIES  COVERED  BY  UC  BUT  NOT  COVERED  OR  INADEQUATaV 

COVERED  BY  BLS  SAMPLE 


11.3-1     6*n«rol  Method 

For  industries  covered  by  Social  Security 
programs  but  not  covered  or  inadequately  cov- 
ered by  BLS  sample— benchmarks  are  estab- 
lished in  the  standard  way,  i.  e.,  on  the  basis  of 
UC  data  supplemented  by  BOASI  data.  Efforts 
should  be  made  to  build  up  a  reporting  sample 
of  the  larger  firms  for  use  in  projecting  the  esti- 
mates for  those  industries.  In  cases  where  there 
is  ah^ady  a  sample  of  firms  in  the  industry,  it 
may  be  tested  for  adequacy  by  preparing  a  trial 
ertimate,  say  for  a  period  of  a  year,  to  be  com- 


pared with  an  estimate  for  the  same  period 
based  on  ES-203  and  ES-202  trends.  For  ex- 
ample, if  it  is  proposed  to  begin  estimating 
using  the  sample  beginning  with  January  1947, 
the  trial  estimate  should  begin  with  January 
1946.  If  the  trial  estimate  is  in  reasonably  close 
agreement  with  that  based  on  the  ES-203  and 
ES-202,  it  will  be  satisfactory  to  use  the  sample 
in  preparation  of  current  estimates.  Another 
method  which  can  be  used  in  some  industries  is 
the  baaing  of  employment  estimates  on  related 
activity  series,  such  as  production  series.   How- 
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11 .3^1     Gcn«fal  Method — Continued 

met,  actmty  series  have  seldom  been  found 
susceptible  to  conversion  to  employment  trends 
for  two  reasons :  (a)  The  activity  series  does  not 
follow  industry  lines;  and  (b)  the  fluctuations 
of  the  activity  series  are  far  more  marked  than 
those  shown  by  employment.  If  it  is  possible  to 
determine  by  graphic  correlation  or  another 
method  that  some  relationship  between  the 
activity  and  the  employment  series  has  existed 
in  the  periods  for  which  both  types  of  data  are 
available,  they  may  provide  an  indication  of 
the  general  trends  in  the  industry. 

113-2 

Estimates  for  the  industries  listed  below  can 
be  prepared  with  no  other  special  instructions 
than  those  given  in  section  1L3-1. 

(a)  AfimcuLTcnuL  AND  Sdiilak  SnnricB  Efr- 

XABUBHMZNTB  (SSA  07). 

(b)  Fon!8nnr(SSA06). 

(c)  Fishing  (SSA  09). 

(d)  TincxiNCi  AND  Wakehoubing  roB  Hm 
(SSA  42). 

(e)  Eatino  and  Dbinking  Places  (SSA  58) . 

(I)  Bktail  Fiuing  Stations  (SSA  09). 

(g)  Banks  and  Trust  Companies  (SSA  60) . 
The  employees  of  the  twelve  district  banks  of 
the  Federal  Reserve  Board  are  not  covered  by 
UC  but  are  classed  as  employees  of  quasi-gov- 
ernmental institutions;  therefore,  tiiese  em- 
ployees are  included  in  the  government  division 
along  with  employees  of  government  corpora- 
tions. The  employees  of  member  banks  of  the 
Federal  Reserve  System  are,  of  course,  included 
with  employees  of  banks. 

(h)    FiNANGB  AOKNCIliB,  H.  B.  O.  (SSA  62). 

(i)  Bbal£8tate(SSA65). 

(])  Bbai»  Esxatb,  Insihanci,  Loans,  Law 

OniGES:  AMI  OOMBINAllON  (SSA  66). 

(k)  Hou>iNO  Companies,  except  Real  Es- 
TAis  Hqu>ino  Companies  (SSA  67). 

(1)  Hotels,  Boomino  HougBS,  Camps,  and 
Omm  Lqdoino  PtACU  (SSA  70). 


( 1 )  Because  of  the  extreme  seasonality  which 
characterizes  Group  70  it  is  one  of  the  most  diffi- 
cult in  which  to  measure  employment  changes. 
The  reports  to  BLS  and  to  the  State  agencies  are 
likely  to  be  overweighted  with  year-round  and 
larger  hotels,  and  are,  therefore,  inadequate 
with  regard  to  seasonal  and  smaller  hotels  and 
camps.  Boarding  and  rooming  houses  are  al- 
most impossible  to  canvass  except  through 
household  sampling  operations. 

(2)  For  the  present,  the  best  benchmark  ma- 
terial obtainable  should  be  used,  checking  care- 
fully with  census  figures  to  determine  seasonal 
movements  (since  UC  will  usually  omit  the 
smaller  establishments  and  BOASI  does  not 
have  a  monthly  series).  Reports  from  larger 
establishments  will  be  useful  in  determining 
changes  in  employment  in  the  year-round  hotels. 
To  this  may  be  added  estimates  based  upon 
previous  seasonal  movements  shown  among 
hotels  operating  only  a  part  of  the  year. 

Note:  Establishments  in  Industry  Group  704 
"Organization  Hotels  and  Lodging  Houses 
on  Membership  Basis"  are  excluded  from 
OASI  coverage  and  inadequately  covered 
by  UC  State  provisions.  The  Washington 
office  will  attempt  to  procure  more  adequate 
benchmarks  for  this  industry  group  and 
will  furnish  the  data  to  the  State  offices  at 
a  later  date  provided  that  the  data  obtained 
are  satisfactory. 

(m)  Pehsonal  Services  (SSA  72).  Sepa- 
rate estimates  for  Industries  7211  ("Power 
Laundries")  and  7221  ("Cleaning  and  Dyeing 
Plants")  are  probably  desirable,  since  estab- 
lishments in  these  industries  are  often  large 
and  are  permanently  located,  and  trends  can  be 
measured  from  establishments  reporting. 

(n)  B1TSINE88  Services,  n.  x.  c.  (SSA  73). 

(o)  Employment  Agencies  and  Commer- 
cial and  Trade  Schoolb  (SSA  74). 

(p)  Automobile  Repair  Services  and  Ga- 
rages (SSA  76). 

(q)    MlBCELLANBOUS     RePAIR     SERVICES     AND 

Hand  Trades  (SSA  76). 

(r)  Motion  Pictures  (SSA  78).  Motion 
pictttie  production  (located  chiefly  in  California 


11.3-2    Continued 

and  New  York)  should  be  estimated  separately 
because  of  the  large  size  of  the  establishments 
involved. 

(s)  Amusement  and  Recreation  and  Re- 
lated Services,  n.  e.  c.  (SSA  79).    This  indus- 
try mcludes  a  great  many  highly  seasonal  en- 
terprises, some  of  them,  such  as  bowling  alleys, 
operating  chiefly  in  the  colder  months  of  the 
year,  and  others,  such  as  golf  and  tennis  clubs, 
active  chiefly  during  the  warmer  months  of  the 
year.   When  a  reporting  sample  of  such  firms  is 
built  up,  care  should  be  Uken  to  include  in  it 
a  proper  representation  of  firms  with  different 
seasonal  patterns.    In  particular,  some  estab- 
hshmentfi  such  as  race  tracks  and  amusement 
parks  may  have  vei-y  large  employment  for  very 
short  seasons.    If  the  estimates  are  being  pre- 
pared by  use  of  a  regular  BLS  sample,  which 
does  not  mclude  reports  for  such  firms,  it  will 
be  necessary  to  estimate  their  employment  and 
include  them  in  the  sample.    The  estimates  for 
these  firms  can  be  based  on  the  UC  figures  for 
the  previous  year.    In  preparing  the  estimates, 
such  firms  should  be  handled  separately  on  an 
accounting  basis  and  individually  weighted. 

(t)  Establishments  Not  Elsewhere  Classi- 
iiED  (SSA  99).  Any  establishment  reported  in 
this  group  should  be  assigned  to  the  most  ap- 
propriate industry  or  industry  division.  If  it 
cannot  be  so  assigned  it  should  be  included  in 
the  miscellaneous  division  unless  it  is  deemed  to 
be  outside  the  scope  of  nonagricultural  series, 
in  which  case  it  is  omitted  entirely. 

11.3-3 

Current  estimates  for  the  foUowing  indus- 
tries may  be  prepared  by  the  methods  described 
m  section  11.3-1  or  by  the  alternative  methods 
described  below. 

(a)  Crude-Petboleum  and  Natural-Gas 
Produchon  (SSA  13).  In  this  major  industry 
group-Groups  131  (Crude-Petroleum  Produc- 
tion,  mcluding  Associated  Natural-Gas  Produc- 
tion) and  132  (Natural-Gas  and  Natural  Gaso- 
hne  Production)  are  covered  by  the  BLS  sample 
^d  Group  133  (Oil  and  Gas  Field  Contract 
Services)  is  not  covered  by  the  BLS  sample 
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However,  it  has  been  found  that  the  BIS  sampl© 
for  Groups  131  and  132  is  inadequate  for  sev- 
eral  States.    Therefore,  the  Washington  office 
recommends  an  optional  procedure  for  estimat- 
ing employment  in  Major  Industry  Group  13: 
(1)  First  Method.    For  estimating  employ- 
ment in  Industry  Groups  131  and  132  use  the 
BLS  sample.    For  current  estimates  in  Indus- 
try Group  133  multiply  the  number  of  em- 
ployees per  well  being  drilled  in  each  SUte 
durmg  the  benchmark  period  by  the  number  of 
wells  being  drilled  during  the  month  for  which 
estimates  are  being  prepared.     (Data  on  the 
number  of  wells  being  driUed  each  month  may 
be  found  m  The  Oil  and  Gas  Jownal  published 
by   Petroleum    Publishing   Company,    Tolaa, 
Oklahoma,  in  a  table  entitled  "Summary  of 
Completions"  in  a  column  headed  "Rigs  and 
Drilling.")     Rigs  and  drilling  sUtistics  may 
also  be  found  in  other  trade  journals  under  the 
name  of  "Rigs  in  Operation"  which  sometimes 
includes  temporarily  inactive  rigs. 

Note.—T>o  not  use  the  series  entitled 
•Wells  Completed,"  which  also  appeare  in 
several  journals. 

(2)  Second  Method.  Use  ES-202  daU  for 
estimating  employment  in  Industry  13  as  a 
whole.  However,  if  the  method  selected  for  a 
given  State  results  in  highly  doubtful  estimates, 
those  results  should  be  checked  against  esti- 
mates produced  by  the  other  method  and  a  sub- 
jective decision  made  as  to  which  estimates  are 
the  better. 

(b)  Other  Transportation,  Except  Water 
Transportation  (SSA  43) .  Current  estimates 
for  Industry  Group  43  may  be  secured  by  ex- 
trapolation from  ES-202  data  or  computed  as 
a  sum  of  current  estimates  for  the  component 
3-digit  industries,  if  estimates  for  the  3-digit 
industries  are  available. 

(c)  Services  Allied  to  Transportation, 
N.  E.  c.  (SSA  45).  For  securing  employment 
m  major  Industry  Group  45  as  a  whole  (mclud- 
ing car  loan  companies  covered  by  the  Raihx)ad 
Retirement  and  Railroad  Unemployment  In- 
surance Acts)  use  ES-202  data  and  add  the  1944 
employment  data  in  car  loan  companies  covered 
by  the  RBB  as  constants.  See  Industry  45  in 
section  11.2. 


11.4-1 


BLSState  Emphymeni  StaikHet  Manual,  Vol.  II 


Mas.  1, 1948 


11.4 


INDUSTRIES  COVERED  BY  UC  AND  BY  BLS  SAMPLE  AND  REQUIRING 

SPECIAL  HANDLING 


11.4-1 


(a)  Fuix-Servicb  and  Limited-Punction 
Wholesalebs  (SSA50 — See  (d)  Below). 

(b)  Wholesale  Dibtkibutoks  Otues  Than 
Full-Service  and  Limited-Function  Whole- 
SALEBs  (SSA  51 — See  (d)  Below). 

(c)  Wholesale  and  Betail  Trade  Com- 
bined, N.  E.  c.  (SSA  52— See  (d)  Below). 

(d)  Retail  Trade,  n.  e.  c.  (SSA  57).  For 
securing  current  estimates  for  the  above  four 
major  industry  groups,  on  the  basis  of  BLS 
sample,  it  has  been  found  expedient  to  split  In- 
dustry 52  into  two  parts,  wholesale  and  retail, 
and  to  establish  only  two  categories  of  industries 
as  follows: 

(1)  Wholesale  trade,  consisting  of  groups  50, 
51,  and  wholesale  part  of  group  52,  and 


(2)  Betail  trade,  n.  e.  c,  consisting  of  group 
57  and  retail  part  of  group  52. 

If  there  are  facilities  for  splitting  Lidustry 
group  62,  break  down  the  industry  firm  by  firm, 
putting  wholesale  part  into  group  50  and  retail 
part  into  group  57.  Otherwise,  use  the  evidence 
of  national  studies  and  place  25  percent  of  group 
52  employment  into  group  50  and  75  percent 
into  group  57.  However,  in  those  States  in 
which  Industry  521  is  the  major  part  of  Indus- 
try group  62,  it  will  be  better  to  split  group  52 
on  the  basis  of  the  wholesale  and  retail  break 
on  building  material  and  lumber  in  the  1939 
Census  of  Business  than  to  use  the  suggested 
national  break  of  25-76  percent.  In  any  State 
in  which  Industry  521  is  a  substantial  part  of 
Group  52,  the  Census  of  Business  should  be 
consulted  and  the  26-75  percent  break  possibly 
modified  in  light  of  that  evidence. 
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BLS  Employment  Instructions  No.  A-2,  dated  March 
1,  1948,  present  interim  instructions  on  sampling  pro- 
cedure, and  are  the  current  guide  to  be  foUowed  on  this 
topic.  The  Instructions  will  be  revised  at  a  later  date 
and  reissued  as  section  12,  volume  II  of  the  Manual, 
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13.1-1     Obi*cHv« 

The  BLS  now  publishes  detailed  break-downs 
of  hours,  hourly  earnings,  and  weekly  earnings 
data  by  industry  for  the  country  as  a  whole,  but 
not  for  States.  The  hours  and  earnings  figures 
in  any  one  manufacturing  or  nonraanuf  acturing 
industry  are  averages  for  the  production 
workers  *  in  the  group  of  establishments  com- 
prising the  industry.  The  primary  aim  in  the 
hours  and  earnings  series  is  to  obtain  the  most 
representative  figures  for  measuring  changes; 
the  secondary  aim  is  to  measure  the  levels. 

13.1-2     Factors  Affecting  Data 

For  a  single  establishment  the  average  hourly 
earnings  are  obtained  by  dividing  the  total 
reported  weekly  pay  roll  by  the  totel  reported 
man-hours.  Since  the  pay-roll  figure  includes 
both  straight-time  and  overtime  compensation 


and  the  hours  figure  is  the  number  of  hours 
actually  worked  (or  paid  for  in  the  case  of  paid 
vacations) ,  the  resulting  average  is  not  a  wage 
rate.    It  is  influenced  by  changes  in  the  compo- 
sition of  the  labor  force  of  the  establishment,  by 
changes  in  wage  rates,  by  changes  in  the  amount 
of  overtime  worked,  by  upgrading  of  workers, 
and  by  other  factors.    Similarly,  the  average 
of  hours  worked  per  week,  which  is  obtained  by 
dividing  the  total  weekly  man-hours  by  the 
number  of  workers  is  not  a  measure  of  scheduled 
hours,  but  is  affected  by  the  amount  of  labor 
turn-over  during  the  week,  changes  in  the 
amount  of  overtime  worked  and  by  changes  in 
the  ratio  of  full  time  to  part  time  employment 
For  a  group  of  establishments  representing 
an  industry  the  average  of  hourly  earnings  or 
hours  worked  per  week  may  be  influenced  not 
only  by  the  factors  listed  above,  but  also  by 
shifts  in  employment  between  establishments  in 
the  industry. 


13.2     AVERAGE  HOURS  WORKED  PBt  WEHC 


13.2-1     Industry  Detail 

Average  hours  are  discussed  first  because  they 
are  used  in  compiling  the  weights  which  are 
used  in  combining  the  hourly  earnings  data  for 
various  industries.  The  first  step  is  to  deter- 
mine the  degree  of  industry  detail  for  which 
separate  hours  and  earnings  estimates  are  to  be 

'In  nonmanafacturing  Industrlee  earnings  flgnres  ue  for 
nonanperrtoory  employees  and  working  superrisora.  What- 
ever is  said  in  this  section  on  (voduction  worken  In  mana- 
nctnring  also  applies  to  the  nonsaperrisory  group  In  non- 
Uannfacturlng. 


compiled.  Usually  this  is  one  degree  finer  detail 
than  that  intended  for  publication ;  e.  g.,  if  2- 
digit  figures  are  to  be  published,  some  or  all  of 
the  3-digit  and  perhaps  some  of  the  4-digit  in- 
dustries need  to  be  compiled  for  weighting  pur- 
poses. If  only  manufacturing  totals  are  to  be 
used  for  publication,  then  2-digit  weighting  of 
hours  and  earnings  will  probably  be  sufficient 
Throughout  this  section,  unless  otherwise  stated, 
it  will  be  assumed  that  3-digit  is  the  finest  degree 
compiled  for  weighting,  and  that  2-digit  is  in- 
tended for  publication. 
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I3J-4    CwnpiitaliMi 

The  total  man-hours  reported  for  each  3-digit 
industry  is  divided  by  the  number  of  production 
workers  reported  for  the  same  establishments.* 
This  quotient  is  expressed  to  two  decimal  places ; 
thus,  112,000  man-hours  divided  by  2,776  pro- 
duction workers  gives  40.36  hours  worked  per 
WQ^  per  worker.  This  is  the  unweighted  aver- 
age for  the  3-digit  industry  and  is  not  intended 
for  publication.  Since  the  production  worker 
figures  given  are  only  sample  figures  they  are 
not  used  for  weighting,  but  it  is  necessary  to 
obtain  an  estimated  toti^  production  worker 
istimate  for  wdghting  together  the  3-digit 
industries. 


13.^-a    WeighHng 

If  a  production  worker  estimate  is  available 
for  each  3-digit  industry  this  should  be  used  in 
weighting  the  3-digit  average  hours  when  com- 
bining them  into  2-digit  industry  averages  (see 
section  13.8-1) .  The  average  hours  for  each  3- 
digit  industry  are  multiplied  by  the  employment 
estimate  for  that  industry,  the  resulting  man- 
hour  estimates  are  added,  and  the  sum  is  divided 
by  the  sum  of  the  employment  estimates.  This 
quotient  is  the  2-digit  weighted  average  of  hours 
worked  per  week  which  is  to  be  published.  See 
section  13.3-2  for  method  of  handling  "breaks." 


13.3    AVBAGE  HOURLY  EARNINGS 


13.3-1     CmnputalioA 


Average  hourly  earnings  for  each  3-digit  in- 
dustry, not  intended  for  publication,  are  derived 
by  dividing  the  reported  pay  rolls  by  the  re- 
ported aggregate  man-hours  for  the  same  estab- 
lishments. On  the  tabulations  both  of  these 
factors  have  been  edited  to  a  one-week  basis  and 
hence  are  comparable. 

13.S-2    **lf«alu**  in  Seiiea 

In  deriving  the  average  hourly  earnings  for 
any  industry  for  any  given  month,  great  care 
must  be  exercised  in  order  to  prevent  changes  in 
the  composition  of  the  reporting  sample  from 
imduly  influencing  the  average.  This  is  done  by 
reference  to  the  average  hourly  earnings  figures 
itom  two  reports.  Taking  the  month  of  June 
as  an  example,  it  will  be  noted  that  the  tabula- 
ti<m  for  July  also  showed  the  data  for  the  same 
establishments  f<»r  the  month  of  June.  An 
average  hourly  earnings  figure  was  available 
first  for  all  the  establishments  which  had  re- 
ported in  both  May  and  June,  and  again  for  all 
the  establishments  which  had  reported  in  both 
June  and  July.    If  these  June  averages  are 


*  It  li  aasumed  that  iB«ii-hoara  and  pay  rolla  hav«  been  i«- 
AMWd  (1  e.,  converted)  to  a  l-week  bails  for  tbow  Unas 
raportlnc  «b  a  pay-roll  baala  other  than  1  week. 


ir4 


significantly  different  it  may  be  because  an  im- 
portant establishment  is  missing  from  one  or 
the  other  tabulation.  If  this  is  observed  to  be 
the  case,  the  data  for  the  missing  establishment 
may  be  estimated,  or  a  linking  procedure  used  to 
estimate  the  bad  month.  Similarly,  such 
"breaks"  occurring  in  the  average  hours  must 
be  remedied.  The  Washington  office  defines  a 
^'break"  as  a  difference  of  one-half  of  one  percent 
or  more.  This  may  prove  to  be  too  refined  for 
use  in  many  State  series,  and  may  have  to  be 
raised. 

13.3-3     Weighting 

Man-hours  are  used  to  weight  average  hourly 
earnings.  In  13.2-3  it  was  seen  that  total  man- 
hours  are  estimated  for  each  3-digit  industry 
by  multiplying  average  hours  by  an  employ- 
ment estimate.  These  estimates  of  man-hours 
are  now  multiplied  by  average  hourly  earnings 
to  obtain  an  estimate  of  weekly  pay  rolls  for 
each  3-digit  industry.  The  pay  roll  estimates 
are  then  added  and  the  sum  divided  by  the  sum 
of  the  mun-hour  estimates.  The  result  is  a 
weighted  average  of  hourly  earnings  for  the 
2-digit  group.  If  care  has  been  taken  to  mend 
"breaks"  in  the  3-digit  hourly  earnings  series, 
the  weighted  2-digit  series  will  need  no  special 
attention  for  this  factor. 


13.4    AVERAGE  WEEiaV  EARNINGS 


13.4-1     General  Method 

Average  weekly  earnings  may  be  obtained 
for  each  2-digit  industry  group  by  multiplying 
the  weighted  average  hourly  earnings  by  the 
weighted  average  hours  worked  per  week.  The 
result  will  be  weighted  average  weekly  earnings. 
This  method  produces  internal  consistency; 
that  is,  if  the  pay  rolls  obtained  as  a  byproduct 
of  the  weighting  of  the  hourly  earnings  are 
divided  by  the  weekly  earnings,  the  quotient 
will  be  the  employment  estimate.  This  method 
may  always  be  used  when  all  or  most  of  the 
establishments  reporting  employment  and  pay 
rolls  also  report  man-hours. 

13.4-2     independent  Method 

If,  in  the  sample  for  a  given  3-digit  industry, 
a  few  important  establishments  or  many  small 
ones  fail  to  report  man-hour  data,  the  method 
shown  in  13.4-1  will  fail  to  take  into  account  the 
employment  and  pay  roll  information  for  all 
these  establishments.    It  is  probable  that  the 
weekly  earnings  figure  for  this  industry  could 
be  improved  by  computing  the  average  from  the 
entire  sample  of  reports  instead  of  from  only 
those  which  reported  man-hour  information. 
If  the  product  of  the  average  hourly  earnings 
and  the  average  hours  worked  per  week  yields 
a  weekly  earnings  figure  which  is  significantly 
different  from  that  independently  computed, 
the  following  procedure  should  be  followed : 

Let   Type    A    refer   to   those    3-digit   in- 
dustries    for    which        aggregate  pay  rolls 

aggregate  employment 
reported  by  all  firms  approximately  equals 

aggregate  pay  rolls      i.     ,  i        - 
likgregate  employment  ^^^  *^^  ^^  ^P^^" 


ing  man-hours;  and  let  Type  B  refer  to  indus- 
tries    in     which      aggregate  pay  rolls 

aggregate  employment 
all    firms    is    significantly    different    from 

aggregate  pay  rolls       , 
aggregate  employment    *°^    °'*°^    reporting 
man-hours.    Weekly  earnings  for  3-digit  in- 
dustries will  be  computed  as  foUows : 

Type  A  industries:  Average  hours  X 
average  hourly  earnings. 

Type  B  industries:  Pay  rolls  -^  Employ- 
ment. 

Weekly  earnings  for  2-digit  groups  will  be 
computed  by  weightmg  the  resulting  average 
weekly  earnings  by  employment,  summing  the 
industries,  and  finally  dividing  by  the  employ- 
ment for  the  2-digit  group. 

13-4-3     Forcing  Method 

In   the    forcing    method    the    independent 
method  shown  in  section  13.4-2  is  followed 
exactly,  except  that  the  resulting  inconsistency 
is  removed  as  follows:  It  is  assumed  that  the 
average  hours  worked  per  week  are  less  influ- 
enced by  the  weaknesses  of  the  man-hour  sample 
than  are  the  hourly  earnings,  because  of  the 
greater  dispersion  of  hourly  earnings  by  phint. 
Therefore,  after  the  weekly  earnings  have  been 
computed  for  the  type  B  3-digit  industry  or 
industries  from  the  sample,  the  hourly  earnings 
are  obtained  by  dividing  the  weekly  earnings 
by  the  average  hours  per  week.    The  hourly 
earnings  are  then  weighted  by  man-hours  m  the 
fashion  illustrated  in  section  13.3-3  in  order  to 
obtain  a  2-digit  average  hourly  earnings  fully 
consistent  with  the  weekly  earnings  average. 
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13.5     EARNINGS  j||||ri||||||ii^HQ,^g  ^^  METHOD 


13.5-1 


Experience  will  demonstrate  which  methods 
are  best  used  in  any  given  State.  In  general,  it 
is  the  opinion  of  the  Washington  staff  that  weak 
man-hour  samples  are  to  be  strengthened  in 
order  that  they  may  be  relied  upon  for  the 
computation  of  weekly  earnings,  thus  removing 
the  chief  problem.  Where  the  problem  de- 
scribed in  13.4t-2  continues  to  prevail,  however, 
due  to  the  fact  that  a  few  important  establish- 
ments are  not  willing  or  able  to  supply  man- 
hour  data,  then  a  choice  between  the  independ- 


ent and  forcing  methods  must  be  made.  The 
forcing  method  is  to  be  preferred  for  the  sake 
of  consistency;  and  should  therefore  be  chosen 
unless  it  is  known  that  the  non-man-hour  estab- 
lishments have  notably  different  levels  or  trends 
of  average  hours  than  do  the  establishments  for 
which  man-hour  reports  are  available.  As 
weekly  earnings  are  known  for  both  classes  of 
establishments,  this  might  be  inferred  from  any 
general  knowledge  available  about  relative 
levels  of  hourly  earnings  between  the  two 
classes. 


r 
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13.6    SPECIAL  WEIGHTING  PROCEDURES 


13.6-1 


In  the  foregoing  it  has  been  assumed  that 
there  is  available  for  each  3-digit  industry  de- 
sired to  be  weighted  an  estimate  of  employment 
for  the  current  month.  This  estimate  was  mul- 
tiplied by  the  average  hours  to  secure  total  man- 
hours.  However,  although  it  may  be  desired  to 
weight  the  hours  and  earnings  within  a  2-digit 
group,  there  may  exist  no  3-digit  employment 


estimates.  If  this  is  the  case,  it  is  permissiMt 
to  weight  the  average  hours  by  constant  employ- 
ment weights  derived,  for  example,  from  1947 
UC  tabulations  on  a  3-digit  basis,  revising  these 
weights  periodically.  In  no  case,  however, 
should  such  constant  weights  be  used  in  combin- 
ing the  2-digit  industry  groups  into  all  manu- 
facturing, since  current  employment  estimates, 
prepared  by  the  States,  are  available  for  this 
purpose. 


13.7     ESTIMATED  TOTAL  WEOaV  MAN-HOURS 


13Jr.i 


A  byproduct  of  the  weighting  procedure  was 
an  estimate  of  total  man-hours  worked  by  in- 
dustry. In  no  event  should  consideration  be 
given  to  publication  of  this  estimate,  because : 
There  is  no  benchmark  for  such  an  estimate;  it 


includes  hours  paid  for  but  not  actually  worked ; 
and  BLS  reports  do  not  provide  information  on 
the  hours  of  nonproduction  workers.  The 
movements  of  the  series  provide  only  a  rough 
indication  of  changes  in  total  weekly  man-hours 
and  may  be  used  for  analytical  purposes  within 
the  office. 


13.8     ESTIMATED  TOTAL  WEEKLY  PAY  ROLLS 


13.8-1 


No  consideration  should  be  given  to  the  publi- 
cation of  this  byproduct  estimate,  because: 
There  is  no  benchmark  for  such  an  estimate 
other  than  UC  total  wage  data  for  covered  fii-ms ; 
BLS  reports  do  not  include  the  pay  of  nonpro- 
duction workers:  information  is  not  obtained  on 


irregular  bonuses  or  other  special  payments  to 
production  workers.  The  Washington  office  is 
giving  some  consideration  to  the  problems  in- 
volved in  estimating  total  wages  and  sakries, 
and  will  advise  the  State  offices  when  it  is  felt 
that  the  BLS  contribution  in  tliis  field  is  timely 
and  worth  while. 
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13.9    TOTAL  EMftOYMENT  ESTIMATES  FOR  WEIGHTS 


I 


1S.9-1 


Where  estimates  of  the  number  of  production 
workers  are  not  available,  total  employment 
may  be  used  for  weights.  However,  in  certain 
groups,  such  as  transportation  equipment,  print- 
ing, and  food,  the  ratios  of  production  woikers 


to  all  employees  are  smaller  than  in  most  other 
groups.  Research  into  the  ratios  available 
from  the  latest  Census  of  Manufactures  data 
might  be  useful  in  suggesting  adjustments  that 
could  be  made  to  avoid  over-weighing  the 
earnings  and  hours  of  these  groups. 


13.10    ATYPICAL  FIRMS 


13.10-1 


%>ecial  attention  is  called  to  the  handling  of 
atpical  firms  or  series.  When  firms  show  no 
fluctuation  in  employment  but  have  an  atypical 
fKtor  in  their  hours  or  earnings  (such  as  a 
strike  for  one-half  week  or  departments  of  high- 
paid  employees  laid-off  for  half  a  weds)  an  at^ 
tempt  at  weighting  should  be  made  to  reduce 
the  influence  of  this  firm  if  the  industry  in  ques- 
tioii  does  not  ha^e  a  proportionate  sample. 
Such  weighting  can  be  performed  by  working 
out  aggr^ates  for  the  industry  for  any  2-month 
comparison  the  aggregates  for  the  preceding 


month  are  used  which  exclude  the  figures 
reported  by  the  atypical  firm.  The  residual 
totals  for  Uie  preceding  month  are  then  used 
as  a  sort  of  benchmark  from  which  to  project 
new  estimates  using  the  movements  shown  by 
the  sample  excluding  the  atypical  firm.  The 
atypical  firm's  report  is  then  added  to  these 
totals.  This  last  total  is  then  used  to  secure 
hours  and  earnings  data  in  which  atypical 
fluctuations  are  reduced  to  a  minimuuL  When- 
ever such  special  weighting  is  performed  care 
must  be  taken  that  it  is  performed  in  the  follow- 
ing months  until  the  firm  returns  to  normal  op- 
eration. 
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13.50    OraiATING  PtOBLEMS 


13.SI^1     WorkshtMs 


A  sample  worksheet  for  use  in  performing 
the  operations  described  under  the  general 
method  (13.2-13.4)  is  shown  in  figure  13.1.  It 
will  be  noted  that  columns  are  provided  in  each 
case  for  the  previous  month  and  the  current 


month  of  each  comparison,  thus  simplifying  the 
analysis  of  "breaks"  in  the  sample.  One  sheet 
is  used  for  each  monthly  comparison,  the  period 
being  identified  in  the  upper  right-hand  corner 
of  the  form.  It  may  be  advisable  to  use  a 
separate  sheet  for  each  2-digit  group  for  which 
wei^ted  averages  are  being  prepared. 
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98.1     CHECKING  FOR  ACCURACY 
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9t.l-l     ngures  To  B«  Checked 

All  figures,  whether  worksheet  or  final,  should 
be  checked  for  accuracy  of  computation  and  for 
accuracy  in  copying  the  data  from  their  sources. 
Figures  copied  from  their  sources  by  one  person 
should  be  checked  by  another.  Computations 
should  be  made  by  two  persons,  independently, 
and  any  differences  should  be  rechecked  by  the 
original  computer.  An  adding  machine  check 
should  be  made  for  all  additive  items. 

Totals  and  subtotals  on  all  tables  and  work- 
sheets on  which  the  totals  should  agree  should 
be  checked  against  one  another  for  agreement. 
In  the  event  of  disagreement,  it  is  frequently 

98.2     ROUNDING  OF 

98.2-1     Round  to  Nearest  Units  Digit 

Procedures  for  rounding  data  for  publication 
ui-e  discussed  in  section  8,  vol.  II.  In  worksheet 
calculations  the  employment  data  should  be 
rounded  to  the  nearest  units  digit,  inasmuch  as 
our  own  sample  firms  as  well  as  UC  and  BOASI 


possible  to  save  time  by  localizing  the  probable 
occurrence  of  error  by  inspection  or  by  checking 
rtiw  totals,  cohmm  totals,  or  subtotals. 

M.1-2     InspecHng  for  Consistency 

Errors  can  frequently  be  detected  by  an  over- 
all  inspection  check  for  consistency.  Such  in- 
spection is  useful  in  indicating  possible  exist- 
ence of  error  as  reflected  by  figures  that  appear 
unreasonable  in  the  light  of  the  checker's  knowl- 
edge  of  the  general  order  of  magnitude  of  the 
data.  Glaring  errors,  such  as  misplaced  deci- 
mals or  erroneous  copying,  can  readily  be  dis- 
covered by  intelligent  inspection. 

WORKSHEET  FIGURES 

accounts  report  in  terms  of  imits.  When  work- 
sheet estimates  obtained  as  a  result  of  multipli- 
cation or  division  contain  decuuals,  they  should 
be  rounded  to  the  nearest  unit.  When  the  deci- 
mal beyond  the  units  digit  is  exactly  .5,  round 
to  the  nearest  even  unit 
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98.3     TABLE  CONSTRUCTION 


9t.3~1     Tables  To  B«  Self-Explonotory 

Tables,  whether  prepared  for  publication  or 
to  be  used  as  worksheets  should  be  prepared 
according  to  some  logical  arrangement.  The 
presentation  should  be  concise  yet  sell-explana- 
tory. Published  tables  issued  for  public  infor- 
mation or  worksheet  tables  used  for  analysis  by 
the  office  in  which  they  were  prepared,  or  more 
particularly  by  the  Washington  office,  should 
be  sufficiently  clear  as  to  obviate  the  need  for 
requesting  further  infonnation  regarding  the 
source  or  meaning  of  the  tabulated  data. 

98.3-2    Sompto  TflM« 

An  example  of  a  table  set  up  in  proper  form 
with  the  various  parts  labeled  for  illustration 
appears  in  the  adjoining  column. 

9t.3-3     Worksh««f  Tobkt 

Worksheet  tables  should  always  be  com- 
pletely and  carefully  labeled  and  all  computa- 
tion sheets  used  in  deriving  figures  for  these 
tables,  together  with  explanatory  material, 
should  be  attached  so  that  an  analyst  reviewing 
the  tabular  data  will  be  able  to  follow  all  steps 
in  the  method  and  computations  employed. 


TABLE  7 


IBiiimaltd  number  of  employees  in  nonagrieul- 
iural  etUMishments  in  West  Dakota,  by  in- 
duatry  divition  for  selected  months  of  J946 
and  1947 


TtOk. 


stub 


IndiMtO'  division 


Totai   estimated 
em[>loyces  > 

MaDafoctoriiig 

Mining 

Oootract  ronstractlon.. 
Tramportatian      and 

public  aUlltiee 

Trade 

Finance 

Service  and  miacellane- 

ou 

Federal.  State  and  local 

forernment 


Estimated  number  of 
employees 


May 
1M7 


20,000 


April 
1947' 


19,800 


8,aoo 

SOD 

i.aoo 

2,900 

9,700 

900 

1. 200 


8,000 

600 

1.100 

2,600 
2,700 
1,000 

1,«» 


2,400   2,600 


March 
1947 


i9,aoo 


7,900 

flOO 

1.200 

2,700 
2,S00 
1,000 

1,400 

2,000 


May 
1946 


17,000 


7,400 

400 

1,000 

2,300 

2,100 

900 

1,000 

1.900, 


Caption 
(box  bead) 


Body. 


'  Revised  over  previous  month's  report. 

'Eatimates  include  all  tall-  and  part-time  wage  aod 
salary  workers  in  nonagricultural  establishments  who 
worked  or  received  pay  during  the  pay  period  ending  near- 
est the  IMh  of  the  month.  Proprietors,  self-employed 
persons,  domestic  servants,  and  personnel  of  the  armed 
forrea  are  excluded. 


Footnotet. 


98.4     EVALUATION  OF  POTENTIAL  REFINEMENTS 


9tw4-1     Mcrtii«niatical  R*lln«m«ntt 

There  is  a  tendency  among  some  statistical 
workers  to  impute  a  gi'eater  degree  of  signifi- 
cance to  results  obtained  by  the  use  of  mathe- 
matical refinements  than  is  frequently  war- 
ranted by  the  accuracy  and  nature  of  the  basic 
data  or  by  the  methods  of  refinement  employed. 
The  time  and  expense  involved  in  fitting  a  math- 
ematical curve  to  a  time  series,  for  example,  may 
not  only  outweigh  the  value  of  improvements 
in  the  results  obtained,  but  it  may  even  occur 
(as  it  not  infrequently  does)  that  a  carefully 


<lriiwn  fi-ee-hand  curve  will  yield  results  as 
reliable  or  more  reliable.  Thus,  although  we 
wish  to  attain  precision  in  our  benchmarks  and 
estimates,  we  should  not  lose  sight  of  the  fact 
that  even  our  best  data  are  subject  to  errors  in 
refwrting  and  in  classification  of  industries,  and 
to  incompleteness.  Accordingly,  while  it  is  de- 
sirable to  employ  scientific  methods  in  process- 
ing these  data,  good  judgment  must  be  used  in 
application  of  such  methods,  so  that  the  time 
and  expense  incurred  in  so  doing  should  be  fully 
justified  by  the  improved  results  that  are 
yielded. 


IM 


Ind 


ex 

M^'  ^T  """^T^'  ^  parentheses,  denotes  volume  number  of 
Mmual.    Arabic  numbers  refer  to  section  within  the  volume.    Th^ 
index  covers  aU  three  volumes  of  the  i^awtm/. 


Abbreviations  used,  3.2  (I) 
Addressograph  cards,  files  of  UC,  74-1  (11) 
Adjustment,  small-firm   (see  Stoall-firm.  adjustment) 
Adjustments  to  UC  data,  3.2  (II) ;  3.3  (llU^TalU 
Revision  of  estimates)  "  k  ^  ««to 

Administration  of  State  Program  2  (I) 
Agencies  in  State  Program  (see  ParUclpating  Agencies) 
A^cu,  ural  and  similar  service  estabSsiimentruI^i 
(a)    (II) 

Agriculture  (exclusions,  see  Establishment  exclusions) 

not  covered  by  SSA,  4.5-1  (I) 
Alphabetic  list  of  BLS  reporters,  7.*-^  (a)  (H) 

Amendment  or  termination  of  Federal-State  agreement. 
0.1-O    (I) 

American  Hospital  Association,  11.2-1  (d)  (1)  fH) 
American  Telephone  and  Telegraph  Company.  4J.-2 

(c)  (1)  (UI) ;  figure  6Jl  (II),  footnote  2 
Amusement  and  recreation  services,  11.3-2  (s)  (II) 
Annual  report  of  State  employment  estimates: 
frequency,  due  date,  and  cut-off,  7.&-3  (II) 
industrial  detail,  7.5-2  (b)  (II) 
Item  instructions,  7.&-6  (H) 
items  estimated,  7.5-2  (a)  (II) 
nature  and  purpose.  7.5-1  (II) 
number  and  distribution  of  copies.  7.6-4  (II) 
rounding  of  numbers  on,  7.6-6  (H) 
Annual  reports: 
BM,  7.5  (II) 
UC,  4.7-4  (I) 
Atypical  firms: 
handUng  of.  In  preparing  estlmatea,  4.8  (II) 
total  employment,  4.3-2  (II) 
production  and  nonproductlon  workers,  4.3-^  (li) 
Automobile  repair  services  and  garages,  11.3-2  (p) 

Auxiliary  units.  Identifying,  6.2-4  (III) 
Banks : 

and  trust  companies,  ll.a-2  (g)  <II) 
Federal  Reserve,  10.1-2  (a)  (II) 

Basic  data  for  field  office  flies,  7.2-4  (II) 
Benchmark : 

and  estimates,  pr^aratlon  of,  1.7  (H) 

control  card,  figure  7.1  (II) 

control  file,  7.4  (II) 

definition  of,  3.1-1  (I) 

general  discussion  of,  8.1  (II) 


general  procedure,  covered  iiKlustries,  1.4  (Il| 
historical  note,  3.6  (II) 

listing  tabulations.  3.2  (II);  table  3.1  (H)  •  72-2 
(a)  (II)  ^     ''  *•'*  * 

small-firm  adju.stment  of,  3.3  (II) 

sources  of  data  for,  3.1  (II) ;  3.2  (II) 

validation  of,  3.4  (II) 
Benchmark  control  file: 

general  description,  7.4-2  ff  (II) 

use  in  checking  beuclimarks,  7.«4-8  (II) 

use  in  sample  expansion,  7.4-6  (II) 
Benchmark  data: 

for  "problem"  industries,  7.2-4  (c)  (II) 

for  railways,  7.2-4  (b)   (II),  11.2-1  (a)  (U) 
for  smaU  firms  (BOASI),  7.2-4  (a)   (II) 

o.*.— 11    (II) 

BBS  (see  Bureau) 

Biennial  Survey,  U.  8.  Ofltee  of  Education,  footnote  4. 
1U.*-1   (II) 

Births,  establishment,  3.1-1  ( 1 ) 
Block  control  form,  figure  dSi  (U) 
BLS  (see  Bureau) 
BOASI  (see  Bureau) 

Budget  and  fiscal  matters,  in  State  Progran..  23  (1) 
Bureau  :  •     i » / 

of  the  Census 
employment  data.  4.4  (I) 

of  Employment  Security 
role  in  State  Program,  2.2-3  (I) 
employment  data,  4.7  (I) 

of  Labor  Statistics 
and  DC  reports,  checking  of,  3.2-10  (II) 
communicaUons  (see  Communications) 
employment  instructions  (see  Employment) 
role  of  Washington  office  of,  2.2-4  (I) 
regional  employment  analyst,  2.2^  (b)    (I) 
regional  ofllce  and  direetor,  2.2-5  (a)  (I) 
of  Old  Age  and  Survivors  Insnranoe,  4.6  (I) 
obtaining  BLS  codes  from,  2.2-4  (H) 

Cancellation  of  reports.  6.5-14  (U) ;  figure  6JS8  (II) 
Casual  workers,  definition  of,  ai-1  (I) 
Census  data,  4,4  (I) : 

Census  of  Manufactures,  4.4-2  (I) 

Census  of  Population,  4.4-1  (a)  (i) 

Labor  Force  statistics.  4.4-1  (I) 

Monthly  Report  on  the  Labor  Force,  4.4-1  (b)  (i) 
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Oensiis  tract,  dellnltion  of,  4.4-1  (a)  («)  (I) 

Ooitnil  administrative  ofDces,  classification  of,  2J-S 

(H) 
Gbarts  in  analysis  of  eatlmatoa,  7.7-1  (11) 
diecklog: 

BLS  and  UC  reports,  8J2-10  (U) 

BLS  codes  by  BOASI,  2.^-1  (II) 

«aiployinent  estimates,  1.5-3  (II),  4.7  (II) 
CItU  Service  Commission,  10.3-1  (a)  (II) 
dass-of-worker  ezdnslons,  3J.-1  (I) 
Classiflcation,  industrial,   (»e«  Industrial  Claaslflca- 

tion;  Industry;  C!odlng) 
OasBlllcation  systems,  S.1-1  (lU) 
Oode  changes: 

BBS  practice,  4.7-3  (b)  (5)  (I) 

complete  conversions,  4.7-3  (b)  (8)  (I) 

during  year,  UC,  3.2-8  (H) 

economic,  UC,  3.2-8  (II) 

noneconomic,  4.7-3  (b)   (6)  (I) 

iqperating  practice,  2.2-5  (U) 

small  units,  4.7-3  (b)  (6)  (I) 
Codes: 

BLS  SUte,  list  of,  figure  6.1»  (H) 

Explanatory,  ft>r  reported  data.  Hat  of,  figure  620 

(II) 
Coding: 
daasi&mUon  of  esUUisbmsnts.  212-4  (II) 
ioteragoicy  committees  on,  2.8  (II) 
Coding  guides,  list  of,  2.2-6  (II) 
Collation  (machine  tabulating  terminology),  8.1-1  (I) 
CliiMilnitlnnn  of  industries,  BJS  (II) 
Comment  forms  for  gigniflcant  comments,  8.6-18  (11) ; 

tgare  8JQ  (II) 
Commissions,  editing  of,  8.5-S  (Q) 
Gommunications,  BLS,  2.5  (I) 
Computation  of  estimates: 
for  covered  industries, 
detailed  method,  4J2  (II) 
graeral  method,  1.1-4  (II) 
step-by-st^  outline,  1.7-1  (H) 
r^wfldeBtlal  Batute  of  reports  to  BLS.  5.9-1  (1) 
Congresrional  directive  to  BLS,  L2-2  (I) 
Continuity  of  employment  data  time  series,  55-1  (I) 
Omtract  State  Agencies: 
list  of,  2.^-8  (I) :  figure  2.2  (I) 
responstbllltles  of,  2.2-6  (I) :  5^-6  (D 
Contribution  reports,  4.7-8  (a)  (I) 
Control  oodss.  editing  of,  8J5-8  (ID 
Convecskn  factoxs  (for  lonaer  than  weekly  pay  roUs) : 
dilleraitiatiiig.  &S-18  (g)  (U) 
normal,  6.5-18  (II) ;  2J  (IH) 
■tandard,  85-17  (c)  (H) :  figure  G.27  (U) 
OuKracHon  tmrna,  &fr-lfi  (ID  ;  fi^ve  6.25  (U) 


election  of.  4.7-2  (b)  (I) 

of  Slate  UG  laws,  dianges  la,  SJI-4  (H) 

provisloos, 

BOASI.  48-1  thnnigh  48-4  (I) 

UC,  47-2  (I) 


Cofwed  employment,  see  under  Covered  Industries, 

8.1-1  (I) 
Covered  industries  definition,  8.1-1  (I) 
Crude  petroleum  and  natural  gas  production,  11.3-3  (a) 

(II) 
Chirrent  estimates: 

general,  IJH  (ID  ;  41  (II) 

standard  method  for  deriving,  4.2  (II) 

procedures,  iUustrated,  4Ji2-2  (II) 

when  sample  contains  atypical  firms,  43  (II) 

projected  by  use  of  UC  data,  4.5  (II) 
Current  product  classification,  3.1-1  (I) 

Data,  basic,  for  field  oflloe  files,  7.2-4  (ID 
Deaths,  establishment,  definition,  3.1-1  (I) 
Definitions  of  terms  used  in  Manual.  3.1  (I) 
Delinquency : 

control  file,  7.3-8  (II) 

in  UC  reports,  4.7-4  (a)  (I) ;  4.7-5  (a)  (I) 
Delinquent  reports,  definition  of,  3.1-1  (I) 
Department    (of  establishment),   as   reporting   unit, 

2.2-2  (II) 
Dissemination  of  BLS  Information,  rules  on,  6.0-2  (I) 
Duplicate  schedules,  procedure  upon  receipt  of,  6.7-1 

(H) 
DuplicaUon  (tabulaUng  machines),  $ee  under  Bcpro- 

dnction,  3.1-1  (I) 

Earnings  and  hours  (tee  Hours  and  earnings) 
Eating  and  drinking  places,  113-2  (e)  (II) 
EdlUng: 
employment  and  pay  roll  schedules,  6,6  (II) 
mechanics  of, 
commissions,  6.5-5  (II) 
control  codes,  6.5-3  (II) 

emiAoyment,  pay  roll  &  man-hour  data,  6JH1  (II) 
production  worker-all  employee  data,  6.5-7  (II) 
strikes,  85-8  (II) 
temporary  closing,  8JH)  (II) 
women-all  emidoyee  data,  6.6-6  (11) 
purpose  of,  6.5-2  (II) 
Educational  Inatitutions  and  agencies,  11J2-1  (e)  (U) 
Election  of  coverage,  4.7-2  (b)  (I) 
Employee : 
definition  of,  8.1-1  (I) 
government,  10.1-3  (II) 
nominal,  de&niti<m  of,  8.1-1  (I) 
Employer : 
definition  of.  3.1-1  (I) 
InformaUou  schedules  (BOASI)  see  under  Beflling 

project,  3.1-1    (D 
reports,  ledger  record  file  of,  7.3-4  (II) 
reports  to  BOASI,  46-6  (I) 
reports  to  UC  agendee,  4.7-8  (I) 
Employer's  contribution  report,  47-8  (a)  (I) 
Employment : 
agencies  and  trade  schoohi,  11.3-2  (e)  (II) 
analyst,  responsibiUUes  of,  2Jir6  (b)  (I) 


Employment — CJontiuued 
data,  brief  history  of,  4.1  (I) 
data,  editing  of,  6.5-4  (11) 
esUmates,  BLS  State,  4.2  (I) ;  48  (I) 
instructions,  BLS,  2.4-3  and  2.4-4  (I) 
statistics  program,  4.2  (I) ;  4.3  (I) ;  6.1  (I) 
total  (see  Total  employment) 
BS-202 : 
characteristics  and  contents,  47-5  (b)  (I) 
modification  of  instructions  relating  to,  4.7-6  (c)  (I) 
timing  and  delinquency,  4.7-5  (a)  (I) 
use  In  projecting  current  estimates,  4.5  (II) 
ES-203: 
characteristics,  4,7-4  (b)    (T) 
contents,  4.7-4  (c)    (I) 
timing  and  delinquency,  4.7-4  (a)  (I) 
use  of,  to  project  current  estimates,  4.5  (II) 
Establishment : 
basis  for  classiflcation  of,  5.1-4  (III) 
definition  of,  3.1-1  (I) ;  5.1-3  (IH) 
exclusions,  3.1-1  (I) 
Establishment  data: 
Onsus  of  Manufactures,  4.4-2  (I) 
comparison    of   with    population    data,    4.4-1    (a) 

(13)  (I) 
general,  1.1-1  (I) 
Establishments : 
classiflcation  of,  2.2-1  (II) 
determining,  in  classification,  5.2  (III) 
identical,  definition  of,  3.1-1  (I) 
multi-Industry,  4.7-3  (b)  (4)  (I) 
not  elsewhere  classified,  11.3-2  (t)  (II) 
Estimates,  current: 
BLS  method  of  deriving,  goneral,  1.5-1  (II) ;  4.1  (II) 
checking,  1.5-3  (II)  ;  47  (II) 
preparation  of,  step-hy-step  procedures,  1.7  (II) 
revision  of  (see  Revision  of  estimates) 
standard  BLS  method  of  deriving,  detailed,  42  (II) 
use  of  UC  data  to  project,  4.5  (II) 
validation  of,  4.7  (II) 
when  atypical  firms  are  included,  4.3  (II) 
Estimating  procedures  for  BLS  employment  series: 
detailed,  4.2  (II) 
general,  1.1-4  (II) 
historical  notes  on,  4,8  (II) 
Exclusions  from  estimates: 
class-of- worker,  3.1-1  (I) 
establishment,  3.1-1  (I) 
geographic,  3.1-1  (I) 
occupational,  3.1-1  (I) 
part-time,  3.1-1  (I) 
Executive  Branch  employment  (Federal),  10.3-2  (a) 

(II) 
Explanatory  codes,  list  of,  for  reported  data,  figure 
6.20  (II) 

Extrapolation  of  monthly  estimates,  48  (11) 

Farms,  exclusion  of,  in  BLS  estimates  (tee  Exclusions, 
establishment) 
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Federal : 
Communications  Commission,  10.1-2  (a)   (II) 
employment,  10  (II) 
Reserve  Banks,  10.1-2  (a)  (H) 

Federal    responsibilities    in    Federal-State   Procnua, 
5.1-4  (I) 

Field,  in  machine  tabulation,  8.1-1  (I) 

Finance  agencies,  n.  e.  c,  11,3-2  (h)  (II) 

firms  not  to  be  contacted  by  States,  6.8-1  (11) ;  figwt 

6,28  (II) 
Fishing,  11.3-2  (c)   (II) 
Force-account  construction : 

definition  of,  3.1-1  (I) 

Federal,  10.1-3  (d)  (II) 

workers,  definition  of,  3.1-1  (I) 
Forestry,  11.3-2  (b)   (H) 
Full-service  and  limited  function  wholesalers,  11.4-1 

(a)  (H) 

Gang-punching  (tabulaUng  machines),  see  under  B*> 

production,  3,1-1  (I) 
Geographic : 

classiflcation,  BES,  4.7-3  (c)   (I) 
classiflcation,  definition,  3.1-1  (I) 
exclusions,  3.1-1  (I) 
classification,  criteria  for,  6.2-2  (HI) 
shifts  of  government  employment,  10J2-2  (11) 
Government : 
corporations  (Federal),  10.1-2  (a)   (II) 
employment, 

characteristics  of,  10.2  (II) 

definitions,  10.1  (II) 

development  of  estimates  by  States,  lOJS  (II) 

estimates  available  to  States,  10.4  (II) 

estimating  procedures,  10.3  (II) 
establishment,  definition  of,  10.1-1  (II) 
Guides,  Manuals,  and  Instructions,  list  of,  2.4  (I) 

Historical  note: 
on  benchmarks,  3.6  (II) 
on  estimating  procedure,  48-1  (II) 

Holding  companies,  except  real  estate,  11.3-2  (k)  (II) 

Hotels  and  other  lodging  places,  11.3-2  (1)  (11) 

Hours  and  earnings: 
average  hourly  earnings,  13.3  (II) 
average  weekly  earnings,  13.4  (II) 
average  weekly  hours,  13.2  (II) 
estimating  total  weekly  man-hours,  13.7  (II) 
estimating  total  weekly  pay  rolls,  13.8  (II) 
special  weighting  procedures  in  estimating,  13.6  (II) 
treatment  of  atypical  firms  In  estimating,  13l10  (II) 
worksheet,  sample,  for  use  in  estimating,  1SJM>  (II)  : 
figure  13.1  (II) 

Identical-establishmrat  comparison,  41-8  (11) 
Identical  establishments,  definition  of,  3J.-1  (I) 
Index  numbers,  definition  of,  3.1-1  (I) 
Industrial  classification: 
basis  for,  5.1-4  (III) 
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Industrial  classification— Cootiniied 

BSS,  4.7-4  (b)  (I) 

codes,  3.1-1  (I) 

definition  of,  8.1-1  (I) 

general  introduction,  1.2  <II) 

operating  procedures  in,  2J2  (II) 

principles  of,  5.1  (III) 
Industries : 

for  which  estimates  are  complied  and  publtslied  («ee 
Industry,  detail). 

requiring  special  treatment  (aee  "Probleiii"  indu** 
tries) 
Industry : 

dftsslfication,  1939  Census,  4.4-2  (c)  (I) 

deflnlUon  of.  ai-1  (I) 

duCall 
to  be  compiled.  l.S-1  &  1.3-2  (U) ;  8.3  (U) 
to  be  publislied,  8.4  (11) 
Initial  coding  of  establishments,  2.2-4  (II) 
lufttitutions,  inmates  of,  exclusion  from  BLS  estimates, 

(«0«  niMler  Exclusions,  class-of-worker,  3.1-1  (I) ) 
Inatmctlons,  BLS  employment: 

Beries  A.  2.4-3  (I) 

Series  B,  2.4-4  (I) 

Other,  2.4-5  (I) 
Interagency  committee  on  SIC.  2.8  (II) 
Interim  sampling.  1.5-2  (II) 
interstate  mUroads,  preparing  estimates  for,  11.2-1 

U)  (H) 

Labor  foioe: 

bnllatlns  on,  4.4-1  (a)  (15)  (I) 

definition  of,  31-1  (I) 
Late  reports,  a5-ll  (II) 
I«t»  xepmrt  fotn.  flgnie  &24  (II) 
Ledger  record  file,  7.8-4  (II) 
length  of  pay  period: 

omTeraion  oC,  &5-17  (II) ;  figure  6.27  (II) 

oonTersiim  of,  fw  salaried  employees,  6.5-18  (II) 
Llnk-rtiatiTes.  deflniUon  of,  3.1-1  (I) 
List: 

of  coding  guides,  2.2-6  (II) 

of  BLS  reporters,  alphabetic,  7.3-3  (a)  (II) 

of  Contract  State  agencies,  figure  2.2  (I) 

of  firms  not  to  be  contacted  by  Sutes,  6.6-1  (11) ; 
flgore  6.28  (II) 

of  Manuals,  2.4  (I) 

of  States  codes.  BLS,  6.3-2  (II)  ;  figure  6.19  (II) 
Listing: 

definition  of,  8JL-1  (I) 

tabulation,  ddlnition  of,  81-1  (I) 

tabulation,  bendimark.  («ee  Benchmark) 
Listing-tabulations  of  UG  accounts,  3.2-7  (II) 

Mali  (communications  between  Washington  oflioe  and 

field),  2.5  (I) 
MaiUng  file,  7.3-5  (II) 

JMailing  instructions,  schedules,  schedule  substitutes, 
and  late  report  forms.  6.5-15  (e)  and  (f )  (II) 


Man-hours,  Census  Bureau  data  on,  4.4-2  (g)  (I) 
Manual,  BLS-State  Employment  Statistics: 

organization,  1.4-2  (I) 

format,  1.4-3  (I) 

general,  2.4-1  and  2.4-2  (I) 

revisions.  1.4-4   (I) 
Manuals,  list  of,  2.4  (I) 
Master : 

card  (machine  tabulation),  3.1-1  (I) 

files,  addressograph  card,  7.3-3  (b)  (II) 

listings  of  BLS  reporters,  7.3-3  (a)  (II) 
Method  of  estimating  employment,  BLS  basic,  general, 

1.1-4  (II) 
Metropolitan  district,  definition  of,  Census  Bureau,  4.4-1 

(a)  (5)  (I) 
Miscellaneous : 

policies  and  principles,  5.8  (I) 

procedural  rules.  98  (II) 

trades,  hand,  11.3-2  (q)  (II) 
Monthly  report  of  State  employment  estimates: 

frequency  and  due  date,  7.6-3  (II) 

Industrial  detaU,  7.6-2  (b)  (II) 

item  instructions,  7.6-6  (II) 

items  estimated,  7.6-2  (a)  (II) 

nature  and  purpose,  7.6-1  (II) 

number  of  copies,  7.6-4  (II) 

rounding  of  numbers,  7.6-5  (II) 
Monthly  Report  on  the  Labor  Forces  Bureau  of  th« 

Census,  4.4-1   (b)    (I) 
Multi-industry  establishments,  4.7-3  (b)   (4)   (I) 
Multi-unit    firms,    contacting    in    sample    expansion, 

T.4-7  (II) 
Multiplier,  small-firm  («ee  Small  firm  multiplier) 
"Must  List"  of  reporting  firms,  4.2-1  (c)  (II) 

Name  change: 

of  respondents,  6.5-13  (II) 

form  for  effecting,  figure  6ii6  (II) 
National  and  group  reporters,   list  of,  6.6-1    (II) ; 

figure  6.28  (II) 
Nominal  employees,  definition  of,  3.1-1  (I) 
NoncoTered : 

employment,  3.3-1  (II);  11.1-1  (H) 

industries,  11.2  (II) 
Nonprodurtion  workers: 

deflniUon  of,  3.1-1  (I) 

component  of  benchmark,  3.5  (II) 
Nonprofit  membership  organizations,  11.2-1  (f)    (II) 
Nonsupervlsory  employees,  definition  of   (see  nft^er 

Employees,  3.1-1   (I)) 

0A-1(X),  Form  (*ee  nnAer  Refiling  project,  8.1-1  (I)) 
Objectives  of  State  Program,  1.3-2  (I) 
Occupational  exclusions.  3.1-1  (I) 
Old- Age  and  Survivors  Insurance  program,  4.6  (I) 
Operating  policy,  BLS,  in  classification  of  indoatry, 

2.2  (II) 
Organization  chart,  State  Employment  Program,  figure 

2.1  (I) 


Other  professional  and  social  service  agencies  and 

institutions,  11.2-1  (f)   (II) 
Other  transportation,  except  water,  11.3-3  (b)  (II) 

Participating  agencies,  in  State  Program,  2.2-1  (I) 

Part-time  exclusions,  3.1-1  (I) 

Pay  period  covered  by  schedules,  6.5-17  (II) 

Personal  services,  11.3-2  (m)   (II) 

Policies,  rules,  and  Instructions  governing  State  Pro- 
gram, 5.4  (I) 

Population  data,  l.l-l  (l) ;  4.4-1  (I) 
Post  Office  employment,  10.2-1  (II) 
Pre-punched  card  (machine  tabulation),  3.1-1  (j) 
Primary  product  or  activity,  5.1-4  (a)  (III) 
Principles  of  industrial  classification,  5.1  (III) 
"Problem"  Industries: 

covered  by  UC  and  by  BLS,  but  requiring  special 

handUng,  11.4  (II) 
covered  by  UC  but  not  covered  or  inadequately 

covered  by  BLS,  11.3  (II) 
general.  111  (II) 

not  covered  or  partially  covered  by  UC,  and  not 
covered  by  BLS,  11.2  (II) 
Procedural  rules,  miscellaneous,  98  (II) 

checking  for  accuracy,  98.1  (II) 

evaluation  of  potential  refinements,  9&4  (II) 

rounding  of  worksheet  figures,  98l2  (II) 

table  construction,  985  (II) 
Production  worker: 

component  of  benchmark,  8.5  (II) 

definition  of,  3.1-1  (I) 

Production   worker— aU   employee  data,   editing   of 
6.5-7  (II)  ^      • 

Proprietors,  excluded  from  total  employment,   (««« 

Mfutcr  Total  employment,  8.1-1  (I) ) 
Publication  of  estimates: 
general  policy,  8.1  (II) 
Industry  combinations  for,  8JJ  (II) 
Industry  detail, 

to  be  compiled,  8.8  (II) 

to  be  published,  8.4  (II) 
intermediate  revisions,  8.10  (II) 
items  published,  8.2  (II) 
significant  digits  In,  8.6  (II) 
State  and  Washington  releases,  annual,  8.8  (II) 
State  and  Washington  releases,  monthly.  8.7  (II) 
State  and  Washington  releases,  other,  8.9  (II) 
Purpose  of  State  Program.  1.3-2  (I) 

Quarterly  reports.  UC,  4.7-«  (I) 

Real  estate.  11.3-2  (1)  (II) ;  combined  with  Insurance, 

law  ofllces,  loans,  etc.,  11.3-2  (J)  (II) 
Recent-product  classification,  definlUon  of,  8.1-1  (I) 
Records  and  reports: 

general,  7.1  (II) 

basic  worksheets  for,  7.2  (II) 

permanent,  of  estimates,  7.2-7  (II) 


Refiling  project  (BOASI) : 
definition  of,  3.1-1  (I) 
description  of,  4.6-7  (I) 
Regional : 

director,  responsibilities  of,  2.2-^5  (a)   (I) 
employment  analyst,  responsibilities  of,  2.2-5  (b> 

(I) 
offices,  responsibilities  of,  2.2-5  (I) 
Relationships,  Interagency,  in  State  Program,  2.6  (I) 
Releases,  Contract  State,  8.7  (U)  ;  8.8  (II) ;  8.9  (H) 
Reporting : 
agency,  government,  10.1-2  (II) 
sample,  definition  of,  31-1  (I) 
tmit: 
definition  of,  31-1  (I) ;  2.2-2  (II) 
government,  10.1-2  (II) 
Reports  («ee  al6o  Records) : 
BLS  annual,  of  State  employment  estinuitea,  7iS  (II) 
BLS  monthly,  regular,  7.6  (II) 
UC  annual,  4.7-4  (I) 
UC  quarterly,  4.7-5  (I) 

Reproduction    (machine    tabulation),    definidon    at 
3.1-1  (I) 

Requests,  second,  third,  7.3-6  (b)  (U) 

Requisites   for  a   Federal-SUte  working  agraoiiyTit 

5.1-3   (I) 
Retail: 
filling  stations,  11.3-2  (f)  (O) 
trade,  not  elsewhere  classified,  11.4-1  (d)   (II) 
Revision  of  estimates : 
before  adjustment  to  benchmark,  5.3-2  (II) 
general  discussion.  1.6  (II) 
for  months  subsequent  to  benchmark.  6.3-5  (II) 
for  special  industries.  6.5  (II) 
monthly,  5.2  (II) 

other  than  monthly  and  annual,  5.4-1  (II) 
to  new  benchmarks,  5.3  (II) 
production  and  nonprodoctlon  worker  series.  5J^4 

(H) 
total  employment  series,  5.3-3  (II) 
worksheets  for,  tables  5.1  and  5i2  (II) 
Rounding  of  estimates: 
in  publications,  8.6-1  (II) 
In  reports  to  Washington,  7.5-5  (U) ;  7.6-6  (O) 

Salaries  and  wages,  Census  data  on,  4.4-2  (f)   (I) 
Sample : 

design,  definition  of,  3.1-1  (I) 

expansion  procedure.  7.4-6  (II) 

selection  of.  1.5-2  (II) 

tabulations  for  making  estimates,  4.2  (II) 
Sampling,  interim,  1.5-2  (II) 
Schedule  controls,  for  delinquency,  7.3-6  (II) 
Schedule  substitutes,  6.5-10  (II) ;  figure  6.28  (II) 
Schedules : 

clearance  of  State,  6.1-2  (II) 

clearance  procedure,  Budget  Bureau,  &l-a  (II) 

control  of,  7.3-6  (II) 

current  tjrpes  of  BLS,  4.1-2  (III) 

design  of,  4.1  (III) 
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SIchedules — Continued 
Items  appearing  on,  4.1-3  (III) 
list  of  nambers  of,  for  nonmanofactarlng  Industries, 

figure  6.1  (II) 
procedures  for  preparation  and  clearance  of,  6.1-1 

(II) 

routing  of,  6.4  (II) 

sample  forms  of,  figures  6J2  to  18  (II) 

storage  and  disposition  of,  6.8  (II) 

time  schedule  for,  6.1-4  (II) 

transcripts  of  data  from,  a6-2  (II) ;  figure  6.29  (II) 
School  employment,  10.1-3  (e)  (II) 
Seasonal  employment  (government),  10.2-1  (II) 
Services: 

allied  to  transportation,  llSr-l  (c)  (II) 

allied  to  transportation,  n.  e.  c,  11.8-3  (c)  (II) 

business,  n.  e.  c,  11.3-2  (n)  (II) 

medical  and  other  health,  11.2-1  (d)  (II) 

personal,  11.3-2  (m)   (II) 
BIG  (see  Standard  Industrial  Classification) 
Significant  difference,  rule  of  thumb  criteria  for,  4.5-7 

(II) 
Size-of-establishment  data,  Bureau  of  Census,  4.4-2 

(e)  (I) 
Si«e-of-flrm  coverage,  4.7-1  (a)  (I) ;  4.7-2  (I) 
Small-firm : 

adjustment,  3.3  (II) 

multiplier,  definition  of,  8.1-1  (I) 
Social  Security  Administration: 

BES  and  State  UC  employment  data,  4,7  (I) 

BOASI  Program,  4.6  (I) 

general,  4.5  (I) 
Sorting  (machine  tabulation),  definition  of,  3.1-1  (I) 
Specifications  of  Federal-State  Employment  Statistics 

Program,  5.1  (I) 
Standard  Industrial  Classification,  5.1-3  (III) ;  2.8-1 

(11) 
State  codes.  BLS.  list  of,  figure  6.19  (II) 
State    Employment    Statistics    Program,    objectives, 

1.3-2  (I) 
State  estimates : 

BLS,  before  the  1945  State  Program,  4.2  (I) 

BLS,  1945  Program,  4.3  (I) 
State   responsibilities   in   Federal-State  Employment 

Statistics  Program,  5,1-5  (I) 
Storage  and  disposition  of  schedules,  6.8  (II) 
Strikes,  editing  of,  6.5-8  (II) 
Supervisory  employees,  definition  of,  (tee  under  Em- 

ployees,  3.1-1  (I)) 
Supplementary  runs  from  UC  data,  8.2-5  (II) 


Tabulatlon8 : 

and  worksheets,  basic,  7.2  (II) 

closing  dates  for,  in  Washington,  6.5-15  (II) 

definition  of,  3.1-1  (I) 

State,  for  estimating  purposes,  4.2-1  (II) 

other  basic,  for  estimates,  7,2-4  (II) 

UC,  for  estimates,  7.2-2  (II) 
Taxable  wages,  definition  of,  3.1-1  (I) ;  4.9-^  (I) 
Technical  standards  for  States  Employment  Program, 

5J2  (I) 
Temporary  closings,  editing  of,  6.6-9  (II) 
Temporary  (postal)  substitutes,  10.2-1  (II) 
Time  series,  employment  data,  concept  of  continuity, 

5.3-1  (I) 
Timing  of  UC  reports  to  BBS,  4.7-4  (a)  (I) ;  47-8  (a) 

(I) 
Total  employment,  definition  of,  3.1-1  (I) 
Transcripts  of  data,  of  firms  reporting  to  Washington, 

6.6-2  (II) ;  figure  6.29  (II) 
Trend,  definition  of,  3.1-1  (I) 
Trucking  and  warehousing,  ll.a-2  (d)   (II) 
Turnover,  labor  definition  of,  3.1-1  (I) 
Twenty-we^  provision,  definition  of,  8.1-1  (I) 

UC  (see  Unemployment  Compensation) 

Unemployment  Compensation : 

addressograph  cards,  files  of,  7.4-1  (II) 
agencies,  reports  to  BES,  4.7-4  (I)  ;  4.7-5  (I) 
data,  use  of,  iu  projecting  current  estimates,  4.5  (II) 
reports  (tee  ES-202;  ES-203) 

Uniformity  of  procedui-es  in  State  agencies,  5.4-8  (I> 

Use  of  best  available  data  by  BLS,  5.9-^  (I) 

Validation : 

of  benchmark  totals,  3.4  (II) 

of  current  estimates,  4.7  (II) 
Voluntary  coverage,  definition  of,  8.1-1  (I) 

Wage  earner,  definition  of,  3.1-1  (I) 

Wage  item,  definition  of,  3.1-1  (I) 

Water  transportation,  preparing  estimates  for,  11.2-1 

(b)   (II) 
Wedging,  definition  of,  3.1-1  (I) 
Wholesale : 

and  retail  trade  combined,  n.  e.  c,  11.4-1  (c)  (II) 

distributors,  11.4-1  (b)   (II) 
Women-all  employee  data,  editing  of,  6.5-6  (II) 
Worksheets  and  records,  for  State  estimates,  7.2-5  and 

7,2-6  (II) 


•.  t.  MvtmiaEiiT  mNTiiK  orncii  it4t 


VOLUME 


BLS-STATE 

Employment  Statistics 

Manual 


Volume  III 


TECHNICAL  APPENDIX 


United  States  Department  of  Labor 
Bureau  of  Labor  Statistics 


1 


BLS-State 

Employment  Statistics  Manual 


in  three  volumes 

Volume  III— Technical  Append 


UNITED  STATES  DEPARTMENT  OF  LABOR 

Maurice  J.  Tobin,  Secrttary 

BUREAU  OF  LABOR  STATISTICS 
Ewan  Clasu«,  Commissioim 


Contents 


Volume  I— General  Topics 
Section  1 — Introduction 

1.1    Employment  statistics 

Jf    S^^^^^^^^^^'^^^^^^^^^or  Statistics 

1.3  The  State  Program 

1.4  The   BLS-State   Employment   Statistics 

Manual 


Section  2-^dministration 


2.1 
2.2 


2.3 
2.4 
2.5 
2.6 


General 

Administrative  oi:ganization  of  State  Pro- 
gram 

Budget  and  fiscal  matters 

Guides,  manuals,  and  instructions 

BLS  communications 

Other  interagency  relationships 

Section  3--D«flnitions  and  Torminology 

3.1  Definitions 

3.2  Abbreviations 

Section  4— Employment  Data  in  the  United  States 

4.1 
4.2 


i 


4.3 
4.4 
4.5 
4.6 
4.7 


Brief  history  of  employment  data 

BLS  State  estimates  before  the  1945  State 

Progfram 
BLS  State  Program  1945 
Bureau  of  Census  employment  data 
Social  Security  Administration 
BOASI  program 
Bureau    of    Employment    Security    and 

State  UC  agencies'  employment  data 


Section  5— Basic  Policy 


5.1 


Specifications  of  the  cooperative  Federal- 
State  Employment  Statistics  Program 
Technical  standards 
Time  series 

Authority,  precedence,  and  administrative 
control 

5.5-5.8    (Reserved  for  other  basic  poHcies) 
5.9    Miscellaneous  policies  and  principles 


5.2 
5.3 
5.4 


Volume  II — Operating  Guid* 
SecHon  1— General  Method 


1.1 
1.2 
1.3 
1.4 
1.5 
1.6 
1.7 


Introduction 

Industrial  classification 

Industries  for  which  estimates  are  made 

Benchmarks-general  procedure 

Current  estimates 

Revisions 

Preparing  benchmarks  and  making  the 
estmiates 


Section  2— Industrial  Classification 

2.1    Introduction 


2.2 
2.3 


BLS  operating  policy 
Interagency  committees 

Section  3— Benchmarks 


3.1 
3.2 
3.3 
3.4 
3.5 
3.6 


General 

Benchmark  listing  tabulations 

Small-firm  adjustment 

Vahdation 

Production  and  nonproduction  workew 
Historical  note 

Section  4 — Current  Estimates 

4.1  General 

4.2  Standard  BLS  method  of  preparing  ein- 
ployment  estimates 

Handling  of  atypical  firms 
(Reserved  for  other  BLS  procedures  for 
projecting  current  estimates) 

Use  of  UC  data  to  project  current  esti- 
mates 

4.6  Extrapolation  of  monthly  estimate* 

4.7  Vahdation  of  current  estimates 

4.8  Historical  notes  on  estimating  procedure 
Section  5 — Revisions 

5.1  Scope  of  section 

5.2  Monthly  revisions 

5.3  Revisions  to  new  benchmarks 


4.3 
4.4 

4.5 


m 


Mam,  1,  1948 


Content* 


\ 


S«cHon  5 — Revisions— Continued 

5.4    Other  reviiioiis 

6.6    Kevisions  for  special  industrieB 

S««lion  6--Clo<iff«nico  and  Editing  of  Schodulot 

6.1  Oeiirftnce  of  sdbedules 

6.2  List  of  BLS  schedules 

6.3  Identification  numbers 

6.4  Routing  of  schedules 

6.6  Editing  empIo3rment  and  pay-roll  schedules 

6.6  National  and  group  reporters 

6.7  Miscellaneous  notes  on  editing 

6.8  Storage  and  disposition  of  schedules 

Section  7— Jtocords  and  Roporti 

7.1  General 

7.2  Basic  tabulations  and  worksheets 

7.3  Master  files,  ledger  records,  and  delin- 

quency controls 

7.4  Benchmark  control  files  and  other  refer- 

ence files 

7.5  Annual  report  of  State  employment  esti- 

mates 

7.6  Regular  monthly  reports 

7.7  Charts 

Socfien  8— Publicotion  Poliqf 

8.1  Qeneral 

8.2  Items  published 

8.3  Industry  detail  to  be  compiled 

8.4  Industry  detail  for  publication 

8.5  Industry  combinations  for  pubUcation 

8.6  Significant  digits 

8.7  Monthly  State  and  Washington  releases 

8.8  Annual  State  and  Washington  releases 

8.9  Other  State  and  Washington  releases 

8.10  Publications  of  intermediate  revisions 

8.11  Reconciliation  between  State  and  national 

series 

SocHon  9— Construction 

(To  be  issued  at  a  later  date) 

Section  10— 4»ovemment  Employment 

10.1  Definitions 

10.2  General   characteristics   of  government 

employment 

10.3  Procedures  for  national  and  State  esti- 

matoa 


10.4  State  estimates  available  for  pubUcation 

10.5  Development  of  government  estimates 

in  the  States 

Section  11 — Industries  Requiring  Speclol  Treat- 


11.1  General 

11.2  Industries  not  covered  or  partially  cov- 

ered by  UC  and  not  covered  by  BLS 

11.3  Industries  covered  by  UC  but  not  covered 

or  inadequately  covered  by  BLS  sample 

11.4  Industries  covered  by  UC  and  by  BLS 

sample  and  requiring  special  handling 

Section  12 — ^Sampling 

(To  be  issued  at  a  later  date) 

Section  13 — Hours  and  Earnings 

13.1  Introduction 

13.2  Average  hours  worked  per  week 

13.3  Average  hourly  earnings 

13.4  Average  weekly  earnings 

13.5  Earnings  and  hours — choice  of  method 

13.6  Special  weighting  procedures 

13.7  Estimated  total  weekly  man-hours 

13.8  Estimated  total  weekly  pay  rolls 

13.9  Total  employment  estimates  for  weights 

13.10  Atypical  firms 

13.11-13.49  (Reserved  for  other  general  methods 

and  concepts) 
13.50  Operating  problems 

Section  98 — Miscellaneous  Procedural  Rules 

98.1  Checking  for  accuracy 

98.2  Rounding  of  worksheet  figures 

08.3  Table  construction 

98.4  Evaluation  of  potential  refinements 

Index:  Volumes  I,  II,  and  III 

Volume  ill — ^Technical  Appendix 

Section  1— Introduction 

1.1    The  technical  appendix 

SocMen  2— Basic  BLS  Employment  EsKmatlng 
Technique 

2.1     "Normal"  conversion  factors 

Section  3 — ^Sampling  Theory 

(Reserved  for  this  topic) 


Contents 


Mai.  1.  IMS 


Section  4— Design  of  Schedules  and  Forms 

4.1    Design  of  schedules 

Section  5— Principles  of  Industrial  Classification 

6.1  General  principles 

6.2  Determining  the  estabHshmerft- 

Section  6— Theory  of  Wedging 

(Reserved  for  this  topic) 


List  of  Tables 
Volume  II 

Section  3 

Table  3.1— Benchmark  listing  tabulation,  West 
Dakota,  first  quarter  1947 

Section  4 

Table  4.1— Summary  of  types  of  estimates  and 
cycles  of  revision  when  estimates  are  based 
primarily  on  UC  data 

Table  4.2— Control  sheet  for  use  in  projectmg 
employment  estimates 

Section  5 

Table  5.J— Worksheet  for  adjusting  derived 
series  of  employment  estimates 

Table  5.2- Worksheet  for  adjusting  monthly 
production  and  nonproduction  worker  esti- 
mates to  new  benchmark 


Volume  I 


List  of  Figures 


Section  2 

Figure  2.1-Summary  organizational  chart  of  the 
Federal-State  cooperative  employment  sta- 
tistics program 

Figure  2.2— State  agencies  cooperating  with  the 
Bureau  of  Labor  Statistics  in  the  employ- 
ment, pay  roll,  and  hours  of  work  program 

Volume  II 

Sbction  0 

Figure  6.1— List  of  BLS  employment  schedule 
numbers  for  nonmanufacturing  industries 
(other  than  contract  construction)  arranged 
in  order  of  SSA  classification  code  numbers 

Figure  6.2— Sample  schedule  for  manufacturing 
industries  (BLS  790) 


Figure  6.3-SampIe  schedule  for  metal  mininir 
mdustries  (BLS  701) 

Figure  6.4— Sample  schedule  for  anthracite  and 
bitummous  coal  mining  industries  (BLS  699) 

Figure  6.5-Sample  schedule  for  quarrying  and 
nonmetallic  mining  mdustries  (BLS  696) 

Figure  6.6--SampIe  schedule  for  crude  petro- 
leum aiid  natural  gas  production— includinir 
natural  gasoline  (BLS  871) 

^^Lsm)^^^^^  "^^"^^  ^'*''  ^"^^  ""^^^ 

Figure  6.8-Sample  schedule  for  insurance  or 
secunty  brokerage  establishments  (BLS  1134) 

msjoo^"^^^^  ^^"^^  ^'''  ^^  ^^"^^ 

Figure  6.10-Sample   schedule    for   laundries 
cleanmg  and  dyeing  industries  (BLS  930)     ' 

'?S^WciT^*'°P*^  ^^^"^^  ^«'  retail  tnuie 
(ULo  786) 

^f"!  ®;i?r1^*°'P*^    ^^"^«    for   wholesale 
trade  (BLS  787)  ^^ 

Figure  6.13-SampIe   schedule   for   multi-unit 

reports  in  wholesale  and  retail  trade  and 

msurance  (BLS  1137) 
Figure  6.14-Sample  general  schedule  (for  in- 

dustnes  without   specific  schedules)    (BLS 

1767) 

Figure  6.15-SampIe  schedule  for  telegraph  in- 
dustry  (BLS  1915)  -b    pu  uj 

^T!  ^'^xtTf  ^P^^  ^^^"^^  for  telephone  m- 
dustry  (BLS  1916) 

Figure  6.17-Sample  schedule  for  constructicm 
mdustnes  (BLS  901) 

^T/  ^?^-;f^PJ«  ^l^edule  for  constructicm 
mdustnes  Garge  firms)  (BLS  901-1) 

Figure  6.19-List  of  State  code  nmnbers  used 

by  the  Bureau  of  Labor  Statistics 
Figure  6.20— Comment  codes 
Figure  6.21— Block  control  slip  (BLS  940) 
Figure  6.22-Jorm  for  submitting  significant 

comments  (BLS-ES-16)  «6*xtuc«ai, 

^^6.23-Schedule  substitute  form  (BL&- 

Figure  6.24— Late  report  form  (BLS-ES-3) 
Figure  6.25— CJorrection  form  (BLS-ES-2) 
Figure  6.26-Memorandum  form  for  maiUmr 

list  corrections  or  canceUations  (BLS-S-19) 
Figure  6.27-Conversion'factor8  and  LP  codes 

for  converting  to  weekly  equivalents  (^ 


MAa  1,1918 


Contents 


List  of  Figurat,  Vol.  II— ConiinuMi 

Figure  6.28 — Firms  not  to  be  contacted  by  State 
offices  for  sample  expansion,  nonconstruction 
industries 

Figure  6.29— State  transcript  fonn  (BLS-ES-6) 

Ssghon  7 

Figure  7.1 — ^Benchmark  control  card  (BLS 
1904) 

Figure  7.2 — ^Memorandum  form  for  transmit- 
ting to  Washington  schedules  of  new  reporters 
for  coding  (BLS-ES-7) 

Figure  7.3 — ^Annual  report  form,  manufacturing 
industries,  and  total  nonagricultural  employ- 
ment (BLS  1830) 


Figure  7.4 — ^Annual  report  form,  nonmanufac- 
turing  industries  (BLS  1830-A) 

Figure  7.5 — Annual  report  form,  special  in- 
dustries (BLS  1830-x) 

Figure  7.6 — ^Monthly  report  form,  manufactur- 
ing industries  (BLS  1932) 

Figure  7.7 — Monthly  report  form,  nonmanu- 
facturing  industries  and  total  nonagricultural 
employment  (BLS  1933) 

Section  13 

Figure  13.1 — Sample  worksheet  for  computing 
weighted  hours,  hourly  earnings,  and  weekly 
earnings  for  major  group  20,  food  and  kindred 
products 


SEaiON  1 

Introduction 


1.1-1     Scop« 

Sm^Uc  Uamua  presents  basic  poUcv  XT 

entifloH  T^^i.  ;    .  =  ™'™  volume  is 

mtitled  TMhacdl  Appendix,  and  is  devoted  to 

^v'^t  •°»«"»"'««'l  developmenJwM^ 
underlie  the  selected  procedures.  Obvio  Jy  ^ 
^tempt  18  made  in  the  Technical  4p3  Z 
^blish  a  complete  theoretical  baSfor  th^ 
entoe  program,  either  in  terms  of  XsS  c^ 
cepts  «id  .options  or  in  tennl  TZZs 
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internal  consistency.    That  would,  on  the  on. 
hand,  be  much  too  large  an  undert^rtoT 

materiaT  ^    Tl  ^"^^  <'"P"«"«  ^^^ 
material.    The  Teehmcal  Appendix  inclndS 

selected  topics  in  this  general  am^i^wL^ 

either  axe  peculiar  to  employment  stat^J„  * 

m  the  usually  available  pubUcations.  ^^ 

fT.3^!  f ^f,*^"^  Appendix  will  matuiB  with 
the  State  Program.  All  readers  .„  S^ted  to 
make  recommendations  regarding  thH^w^ 
dvx  to  the  Washington  office  of  BM. 


SECTION  2 


Basic  BLS  Employmenf  Estimating  Tech 


nique 


2.1-1     Infroductfon 

BLS  schedules  request  data  for  1  week,  but 
some  employers  report  data  for  longer  pe- 
riods-2  weeks,  a  half-month,  a  month.  In 
these  cases  it  is  necessary  to  convert  pay-roll 
and  man-hour  data  to  a  l-week  basis  and  the 
so-called  "standard"  conversion  factors  are  gen- 
erally used  for  this  purpose. 

In  considering  a  proper  conversion  factor  for 
pay  rolls  m  half-monthly  and  monthly  reports 
covering  salaried  employees,  the  basic  concepts 
of  BLS  data,  the  uses  to  which  they  are  put  and 
the  possible  additional  work  load  were  consid- 
ered.   The  schedules  request  data  for  1  week 
ending  nearest  the  15th  of  the  month.   Employ- 
ment, pay,  and  hours  figures  should  all  be  com- 
parable.   The  half-monthly  and  monthly  pay 
reports  cover  a  fixed  proportion  of  a  month 
irrespective  of  the  number  of  days  in  a  pay 
period.    Hence,  the  weekly  concept  does  not 
make  sense  m  these  cases  unless  the  concept  of 
a    normal"  or  "representative"  month  is  intro- 
duced. 

2.1-2     Th«  "Normal"  Month  Concept 

Different  ways  of  conceiving  the  "normal" 
month  lead  to  somewhat  different  "normal"  con- 
version factors,  as  follows: 

(a)  Actual  Number  of  Days  Worked  Ap- 
proach. In  this  approach  the  standard  prac- 
tice of  using  the  reported  days  worked  informa- 
tion IS  foUowed.  The  "normal"  factor  for  each 
report  is  based  on  the  number  of  days  the 
majority  of  employees  worked  during  the  mid- 
month  week  and  during  the  report  period  but 
assuming  a  "normal"  month  of  30  days  always 
beginning  on  a  Monday.     (Assuming  a  30^ 
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day  month  will  change  results  somewhat  but  not 
enough  to  affect  the  final  figures.)  For  ex- 
ample, m  a  report  from  the  1st  through  the  16tli 
covering  salaried  employees  in  an  establishment 
where  a  5-day  operating  schedule  is  maintained, 
the  reported  pay  roll  would  be  reduced  by  apply- 
mg  the  factor  0.45  (5  divided  by  11).  If  the 
work  schedule  is  6  days,  the  factor  would  be 
0.46  (6  divided  by  13). 

The  factors  for  the  above  and  other  work 
schedules  are  shown  in  the  following  table: 


Pay  period 


1-15. 
1-15. 
1-15. 
1-30. 
1-30. 
1-30. 


Workweek  of 
majority  of 
employees 


i 


5 

5J4 
6 
5 

6 


Assnmed  work 

days  In  report 

period  based 

on  "normal" 

montb 


11 
12 
13 
22 
24 
26 


•Vornal* 

eoartnim 

faedat 


a  45 
.46 
.4« 
.23 
.23 
.2t 


(b)  Annual  Salary  Approach.    Inthisan- 
proach  salaried  employees  are  assumed  to  re- 
ceive  a  yearly  salary.    No  cognizance  is  taken 
of  the  actual  number  of  work-days  in  the  week 
since  the  employees  are  paid  for  the  entire  week 
regardless  of  the  number  of  days  worked. 
Since  there  are  62  weeks  in  a  year,  a  "normal^ 
month  would  be  composed  of  y,^  of  52  weeks, 
or  41/3  weeks.    A  monthly  report  would,  t  W 
fore,  cover  a  4^  week  period  and  the  weekly 
equivalent  of  the  reported  pay  roll  would  hL 
secured  by  dividing  the  rej^iU^ay  by  41^ 

A  semimonthly  report  would  cover  only  half 
ofthe  "normal"  ^y,  week  period-or  2%  wX 
Semimonthly  pay  reports  would  therefore,  be 
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divided  by  2%  (or  multiplied  by  the  reciprocal 
0.46)  to  secure  weekly  pay  equivalent. 

(c)  STAimABDWKEK  Approach.  In  this  ap- 
proach the  nonwork  (and  work)  days  are  all 
allocated  over  the  entire  *^ormal"  report  pe- 
riod. Since  there  are  365  days  in  a  year,  a 
"normal"  month  is  assumed  to  have  30.4  days; 
a  "normal"  semimonth  15.2  days.  The  "nor- 
mal" factor  is  secured  as  foUows  using  the 
notation: 

i'*="normal"  factor  desired. 

<iN=number  of  days  assumed  in  "normal** 
report  period  (15.2  or  30.4) . 

«0= number  of  work-days  in  week  of  16th. 
Approximate  the  number  of  work-days  in 
report  period.    This  equals  -=X<2* 


Divide  the  number  of  work-days  in  week  of 
the  15th,  (id)  ,  by  the  number  of  work-days 
in  the  report  period  to  yield  factor  F» 

When  <f=  16.2,  F=0.46. 
When  d=30.4,  F=0.23. 

Note:  Assuming  a  15-day  semimonth,  30- 
day  month,  the  factors  are  0.47  and 
0.23. 

2.1-3     "Normal"  Factors  To  Bo  Utod 

It  is  apparent  that  there  is  only  slight  varia- 
tion in  the  factors  derived  from  different  ap- 
proaches. There  is,  therefore,  an  advantage  in 
adopting  the  uniform  factors  0.46  and  0.23  in 
aU  half -monthly  and  montiily  pay  reports  cov- 
ering salaried  employees. 
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Samplins  Theory 


This  section  reserved  for  discussion  of  the  above  topic 
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SECTION  4 


Desi'sn  of  Schedules  and  F 


onns 


1 


m 


4.1-1     Inlrodoction  and  History 

Ti««  -   ,  '^  ^^P*^™"  from  emnlovprs 

Because  of  the  optional  feature  of  thX^o^ 

made  Lrr  ""P"^"""''  ""d  eve,y  effort  is 
made  botl,  to  secure  the  cooperation  of  report- 

whjch  will  y,eld  adequate  and  consistent  data. 

in  Ihe  BLsT'  """"''"  °'  -^Ployment  data 
m  the  BLS  began  m  1915  when  the  Bureau  in- 
^.tuted  the  publication  of  employment  series 
m  four  manufacturing  industries.    Throueh 
the  years  the  industries  surveyed  were  gra^. 
ua^Iy  extended.    A  deUiled  hilry  of  thf  ^. 
™lopment  of  these  industry  serfes  may  Z 
found  „>  section  4.1,  volume  I.   With  the  gen- 
eral  schedule  (BLS  1767)  introduced  in  iZ 
eve^  mdustry  of  the  nonagricultural  field  of 
employment  was  covered  by  some  BLS  sched-  - 
iJe.    When  additional  special  industry  sched- 
«^.«  are  developed,  reports  from  estab&hmenU 
m  th^^mdustnes  will  be  shifted  to  the  new 

D"rin«theyearstheformofthescheduleshas 
been  considerably  modified.    A  major  ^ZT 

for  example,  was  introduced  in  1930  when  L 

Bur^u  shifted  from  a  one-time  schedu^rto  a 

shuttle  schedule  for  r^ns  given  tlZ 

4-1  S  (e).   It  must  not  be  thought  that  the  em 

P loyment  «=hedules  will  evenfually  re^h^ 

Ideal  form  fr„m  which  no  changes  n«d  be  madT 

Adjustments  of  items  on  the  yearly  sch^^,: 

mu^  te  pUmied  continuaUy  for  the  following 
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lec!^  Changes  in  the  n.tu„  of  the  daU  col- 

tioi-lid":  STrntVI!-!'  "  '  """"  0* « N- 

we«  awardirS^^r-- -' .™ 

~ar -nrr  ?-  -""St 

Whether  thtriL^St^^pTrL'.-  to 
pay  roll  fiffure   a  co«*  reported  m  the 

pay    roll    t^UoT::Z:Z,T'^  V"' 
portal  pay  should  be  ^Zli     "   ^"^'-^^ 

«rmn^^it"aZircr"r°- 

tions  for  hrZ  IT  P^"^'^^®  explana- 

-.orhirfrtrsronrtst- 

(b)  Changes  in  the  need  for  data. 

Examples 
(1)  With  the  ending  of  tha  «.  •. 
ticipated  that  the  quS  of  how  mVnv""  "" 
were  employed  as  a  part  of  the  tlTt^ T"" 
would  assume  an  increasing  i^  '*'"''  *""=• 
-quently,  a  column  fTSnlT??  '^"- 
employees  was  added  in  2T^^^°^^  """X" 
the  nmnber  of  women  i^n  •  ^""'»'*'  «' 

Ployment  could  rp^prreT""^'""""'"  '■»- 

(2)  The  column  on  wam><5  no;^  t 
not  taken  was  dele  JTmr  *°'.^»«'«ons 
employees  have  been  takin/ /i;  ■        "  ""«' 
rather  than  pay  in  iL,  „f    ^  *°"'  vacations 

endingof  the  war  tie  U  ^''"""'"''  "'"^  ""= 
ofnUnorimport^tLlTdlS^^^'-- 
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4.1-1     Inlrodifclion  ond  History — Continued 

(c)  Development  of  more  rigid  standards  of 
reporting  or  estimating. 

Exeon/ples 

(1)  Prior  to  1945  the  BLS  collected  data  on 
employment,  pay  rolls,  and  hours  for  wage 
earners.  The  definition  of  wage  earners  was 
not  necessarily  comparable  with  definitions  used 
by  other  agencies  and  by  private  industry.  In 
November  1944  the  Division  of  Statistical 
Standards,  Bureau  of  the  Budget,  developed 
through  an  interagency  committee  a  standard 
definition  of  types  of  workers  to  be  used  in 
collecting  employment,  pay-roll  and  man-hour 
data  for  wage  earners  in  manufacturing  estab- 
lishments. At  the  same  time  the  terminology 
was  altered  from  "wage  earners"  to  *'produc- 
tion  workers."  The  standard  definition  for 
producti<Mi  workers,  therefore,  replaced  that 
for  wage  earners  on  the  BLS  schedules  in  1946. 
(See  the  Statistical  Reporter,  a  publication  of 
ihe  Bureau  of  the  Budget,  November  1944.) 

(2)  Before  1947  the  conversion  factors  used 
to  deflate  earnings  figures  from  longer-than- 
weekly  reports  to  weekly  equivalents  were  based 
on  the  supposed  number  of  days  establishments 
in  an  industry  operated — ^not  on  the  number  of 
days  worked  by  the  majority  of  employees.  No 
systematic  account  had  been  taken  of  variations 
in  the  scheduled  workweek  among  different 
establishments  in  the  same  industry  nor  of  the 
effect  of  holidays,  strikes,  or  interrupted  work 
schedules.  In  many  instances  distorted  weekly- 
equivalent  figures  resulted.  On  the  1947  sched- 
ules a  column  for  a  code  designating  the  proper 
conversion  factor  was  introduced.  (See  sec. 
6.6-17,  vol.  II.) 

(3)  In  the  past  certain  compcHients  of  the 
nonagricultural  employment  series  were  pro- 
jected by  using  links  based  on  the  nonsuper- 
viaory  employees.  In  1947  a  column  for  total 
employees  was  placed  on  all  schedules  because 
of  the  need  for  computing  better  nonagricul- 
tural employment  estimates  and  because  of  the 
usefulness  in  comparing  our  employment  data 
with  benchmark  data. 


d-2    Ciimint    Typos    of    BLS    Employmont 
Schodulos 

At  present  the  BLS  collects  employment,  pay 
roll,  and  man-hour  data  from  business  estab- 
lishments on  several  long-form  schedules  (fig- 
ures 6.2  through  6.18,  vol.  11) .  In  many  States 
the  data  are  collected  for  the  BLS  through  con- 
tractual relations  with  State  agencies.  In  order 
to  discuss  the  types  of  schedules  used  in  greater 
detail,  the  terms  most  frequently  used  with 
respect  to  the  employment  schedules  are  defined 
below: 

(a)  REGTTiiAR  scHEnuiiSS  are  those  covering  a 
calendar  year  which  request  employment  data 
for  all  employees  and  information  on  employ- 
ment, pay  rolls,  and  in  some  cases,  man  hours 
for  production  and  related  workers  or  for  non- 
supervisory  employees  and  working  supervisors. 
Included  in  this  group  are  the  schedules  for 
manufacturing,  mining,  trade,  hotels,  insur- 
ance, public  utilities,  and  laundries. 

The  regular  schedules  are  of  two  types :  the 
national  or  direct  schedules  which  are  buff  in 
color ;  and  the  State  schedules  which  are  white, 
if  printed  in  Washington.  States  doing  their 
own  printing  may  and  do  use  various  colors. 

(1)  Direct  schedules  are  used  to  collect  data 
from  establishments  in  noncontract  States  and 
from  special  interstate  firms  in  contract  States. 
In  these  cases  the  respondents  mail  their 
monthly  reports  directly  to  Washington  for 
editing  and  tabulation,  and  they  receive  the 
schedules  from  Washington  for  completion  the 
next  month. 

(2)  State  schedules  are  those  used  jointly  by 
a  contract  State  agency  and  the  BLS.  Most  of 
the  contract  State  agencies  use  schedules  iden- 
tical to  the  regular  BLS  schedules  except  for 
their  color.  In  addition  to  the  color  distinction 
State  schedules  bear  the  words  ^'Cooperative 
Beport*^  and  the  name  and  address  of  the  con- 
tract State  agency.  These  schedules  are  sent  to 
the  respondents  by  the  State  agency  each  month 
and  returned  there  by  the  respondents  after  the 
current  data  have  been  entered. 

A  few  State  agencies  prepare  and  print  their 
own  schedules.  These  forms  are  subject  to  the 
minimum  requirements  of  the  BLS  and  to  the 
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approval  of  the  Bureau  of  the  Budget     The 
schedules  also  car:^  a  reference  to  thf^nt^ 

SwtS';;^:^*^'^^'" --«»•"- -the 

(1)  ^t*  "re  requested  for  only  1  month  hnt 
W  many  construction  sites  o^Z  by  * 

(2)  The  schedule  does  nni^  «„««-.  ^i. 

tiiose  respons  ble  for  iha  /.fi,^      "P^"yees  irom 
require  c^e  bo«^     """  """'^  P""^'  ^oes  not 
(3)  The  definitions  ii«»pr?  /itir».  • 

-gesa„dh„u.'';^Lr:^tm;?„;rn: 

(c)  Specml  Schedtoes  have  heon  ;i„-      j 
to  cover  those  industries  ^hi^m^^T 
other  than  the  st^dard  defi^tSSd"  hy  Z 
»on'h  ^'^  "■"^""^  ""^"^y  cover  a'  t 

CZ^"  '5^"  -"r  ^^t-  -d  the  plal 
utrpaixment.     rhe  information  reauesteH   ir. 

dudes  employment,  pay  rolls,  and  houTfor  e^" 

ployees  covered  by  the  Fair  Labor  StaLl!^" 

for  each  of  its  geographic  divisions  for  traffi^ 

2^  *or  all  other  departments  combined.    iS 
data  requested  on  employment,  pay  rSs  and 

pioyees  such  as  operators,  operations  clerks, 
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«=hedu,e.  Ex^ulei'f^r .&«  a«  i: 
general  and  divisional  headqSar^lt^ 
trainees,  messenger,  and  IploZJ^r^ 
t.rely  on  a  commission  basis.  ^     "" 

-Wule  used  to  co^t'  ^^'  STLL"'^ 
with  many  stores  or  offices.        """  ""K*  «"» 


the  reason  for  th.i,.  iTT  •  ^  ^"«  <=««s 

on  the  fois  if "  ven    Z"  ""  "^^  ''^«°° 

changes  in  the  Sles^:":::!^^  '" 

often  be  more  readily  d^ritedZ',*^  "" 
this  list.    To  faciHt.*:     ^-  ^^  "'^'"nce  to 

i-g,  as  wei,'',intr„crel'''B^'r"r- 

ment  schedule  i«  «fo«^    Z     f         ^^  employ- 

-thefotil^^^-'r''^*"'^'-^'^ 
(a)  Heading: 

(1)  Descriptive  form  title  «T?o^-*       ^ 
ployment  and  Pay  Roll"       '      ^"^  ^°  ^' 

(2)  Descriptive  form  f,"<^i-.    •  • 
covered.    Since  s^meTar-  fiST"^  ^'^'^"'^ 
m  a  numter  of  indmrTtbTZ.TJ''^^ 
the  reporter  which  indu^;v  d,»l        ^"^ '" 
The  g^eral  schedule  Z7uZZ  t^^^" 

afigned  by  the  at.in^^tivTlV"'?'^"  "" 
nles  and  office  record  ^  -?k°®'='  ^  «''«'- 
identifying  feature  it  S'so^^  ""'  "  «> 

(4)  Bureau  of  the  Riirl««*  * 

and  eviration  datin  uptr'St'"'  ""^ 
face  of  schedule.    The  ann^L  i  ^^  o" 

date  appear  in  the  p2l  ioTKi^t'*'  "j" 
With  title  II  rpmiL^ir.     A  "^^"^'^a  to  comply 

Beports  Act  of  J^*'""  ^  """«'  ^  Fede^rf 

(5)  Instructions  for  return     u  •  *  • 
tions  on  prompt  «tu4  aXre  ^11"^ "^ 
are  included.    A  specific  date  Wh^  ^!""""'« 

the  schedules  is  avoided  for  tlLfoir<" 
reasons:  lollowing 
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4.1-3    Mollis  App«arlfig  on  Pr«t«iit  EmplQy- 
ment  Sclwdwks — ContinuMi 

If  a  date  late  in  the  montli  were  selected, 
many  firms  whose  data  are  available  early 
would  delay  mailing  the  schedules  until 
the  due-date.  This  would  cause  a  hump  in 
the  workload  of  the  machine  tabulation  sec- 
tion. It  is  preferable  for  tabulation  pur- 
poses that  arrival  of  schedules  for  process- 
ing be  spread  over  a  long  period. 

If  a  date  just  after  the  week  ending  near- 
est the  fifteenth  were  chosen,  many  firms 
whose  data  would  not  be  available  until 
later  in  the  month  might  become  discour- 
aged and  decide  either  not  to  respond  at  all 
or  to  give  estimates  of  the  actual  data  in 
order  to  meet  the  deadline. 

(6)  Identification  of  respondent.  Space  for 
this  purpose  is  located  so  that  the  firm  name  and 
address  (when  addressographed)  will  appear 
through  the  opening  of  the  special  window  en- 
velope used  to  mail  the  schedules. 

(7)  Box  for  location  of  establishment  cov- 
ered by  the  report.  This  section  is  included  so 
that  firms  may  indicate  a  change  in  their  num- 
ber of  establishments.  Notations  of  such 
changes  are  helpful  in  explaining  a  break  in  em- 
ployment, pay  rolls,  or  hours. 

(8)  0)nfidential  clause.  This  indicates  to 
the  respondent  that  his  information  will  be  re- 
garded as  confidential  by  BLS  employees. 

(b)  Inquiry  on  kind  of  business  or  on  product 
manufactured.  These  data  are  requested  so 
that  the  Bureau  may  be  aware  of  any  change  in 
major  activity  of  the  establishment.  (See  sec. 
2,  vol.  II.) 

(c)  Items  for  which  data  are  collected 
monthly. 

(1)  Period  reported.  One  pay  period 
(preferably  1  week)  ending  nearest  15th  of 
month.  The  Division  of  Statistical  Standards, 
Bureau  of  the  Budget,  establislied  this  pay  pe- 
riod through  an  interagency  agreement  for  use 
by  all  Federal  agencies  collecting  employment 
data.  (See  SUtistical  Reporter,  a  publication 
of  the  Bureau  of  the  Budget,  November  1944.) 
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(2)  Production  and  related  workers  or  non- 
supervisory  employees  and  working  supervi- 
sors— number,  pay  roll,  and  hours.  On  the 
trade,  insurance,  and  general  schedules,  data 
on  commissions  are  also  requested.  The  manu- 
facturing schedules  also  request  the  number  of 
women  production  workers. 

(3)  All  employees  of  both  sexes  and  all 
women. 

(4)  Number  of  days  worked  by  majority  of 
employees,  including  paid  holidays.  These  data 
are  used  to  obtain  the  conversion  factor  nec- 
essary to  compute  weekly  earnings  figures  from 
longer-than-weekly  reports.  They  also  enable 
editors  to  account  for  changes  in  employment, 
pay  rolls,  or  hours  resulting  from  a  variation  in 
the  scheduled  workweek  of  an  establishment 
because  of  a  strike  or  holiday. 

(5)  General  wage  rate  change.  These  data 
often  explain  large  pay  roll  changes. 

(6)  The  trade  and  general  schedules  request 
monthly  data  on  number  of  establishments. 
Since  firms  in  these  industries  often  report 
several  establishments  on  one  schedule,  it  is  ad- 
visable to  keep  a  monthly  check  on  the  number 
of  establishments  being  reported. 

(d)  Request  for  comments  on  the  factors  re- 
sponsible for  large  fluctuations.  These  com- 
ments on  major  changes  aid  in  the  analysis  of 
the  data  for  releases  or  reports.  They  also  as- 
sist the  editor  in  determining  the  acceptability 
of  the  figure. 

(e)  Colmnns  for  editorial  notations.  These 
columns  enable  the  editors  to  indicate  by  code 
the  explanation  for  any  major  change  in  em- 
ployment, pay  rolls,  or  hours.  (See  sec.  6.3-4, 
vol.  II.) 

(f )  Instructions  for  use  of  form. 

(1)  Brief  notes  on  face  of  schedule  referring 
to  correction  of  mailing  address. 

(2)  General  instructions  in  column  headings 
outlining  broad  items  to  be  included. 

(3)  Specific  detailed  instructions  on  reverse 
side  of  form  defining  the  items,  and  amplify- 
ing instructions  appearing  on  face  of  schedule 
with  an  instruction  for  each  column  the  re- 
spondent is  asked  to  use. 
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Design  of  Schedules  and  Forma 


4.1-4     Origin  of  Request  for  New  Items  or  Re- 
vision  of  Items  Currently  Covered 


4.1^ 


Any  employee.  Federal  or  State,  may  pro- 
pose a  new  Item  for  inclusion  on  the  employ- 
ment schedules  or  may  suggest  a  revision  of  an 
Item  currently  requested.  Such  suggestions 
constantly  improve  the  quality  of  our  fof  ms. 

The  request  for  addition  of  a  new  item  or  for 
revision  of  a  current  item  should  be  submitted 
to  the  Branch  of  Employment  Statistics  to- 
^  her  with  a  justification  of  the  need  for  the 
gSn      '""^"^  ^''*'^^''  evaluation  of  the  sug- 

4.1-5     Factors    Considered    In    Designing    the 
Employment  Forms 

(a)  The  questions  should  be  easy  to  answer 
so  that  response  will  be  as  complete  as  possible. 
Ihe  forms  carry  no  mandatory  power.  As  all 
reports  are  on  a  voluntary  basis,  the  simpler  the 
schedule,  the  more  replies  will  be  induced.  The 
request  should  be  formulated  with  such  care 
and  effectiveness  as  to  avoid  frequent  or  radical 
revisions.  Radical  revisions  may  have  the  ef- 
fect of  destroying  comparability  with  the  past. 

(b)  Since  the  instructions  are  a  vital  part  of 
the  form,  they  should  be  carefully  formulated 
using  simple  and  concise  language.    Instruc- 
tions with  reference  to  mailing,  address,  etc., 
should  be  uniform  on  all  schedules.    Specific 
mstructions    should    vary    from    schedule   to 
schedule  only  U>  describe  conditions  peculiar 
to  the  industry  covered  by  a  specific  schedule, 
i^or  example,  production  workers  on  the  min- 
ing schedule  would  be  those  engaged  in  drill- 
ing blastmg,  or  in  excavating,  while  production 
workers  under  manufacturing  might  be  en- 
gaged  m  fabricating,  processing,  or  assembling 
an  item.  * 

(c)  In  designing  a  form  which  will  be  proc- 
essed mechanically,  it  is  important  to  consider 
the  punching  sequence  when  the  columns  are 
arranged.  The  inclusion  of  unpunched  col- 
umns between  columns  to  be  punched  should 
be  avoided  as  it  breaks  the  punching  rhythm 
and  leads  to  punching  errors.  Such  breaks  can- 
not always  be  completely  avoided,  but  they 
should  be  reduced  to  a  minimum. 
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(d)  The  size  of  a  questionnaire  is  determmed 
hy  a  number  of  factors.    Primary  weight  in  the 
design  of  BLS  schedules  is  given  tf  e^t 
completion  by  respondents  and  ease  in  editing. 
For  these  reasons  the  regular  schedules  are  de- 
signed for  8^2-  by  14-inch  sheets.    This  large 
size  makes  it  possible  for  all  data  to  be  enter^ 
on  one  side  of  the  form.   The  respondent  ne^ 
use  only  the  face  of  the  schedule  after  he  has 
acquainted  himself  with  instructions  on  Z 
reverse  side.    The  editors  need  examine  only 
the  face  of  the  schedule  when  reviewing  the 
data  reported.    A  schedule  of  size  8  by  IQiA 
inches  would  be  used  if  the  above  conditions 
could  be  filled,  because  this  size  is  preferable 
for  handhng  and  filing.    The  regular  construc- 
tion form,  on  which  less  information  is  re- 
quested  is  printed  on  sheets  8  by  10  J4  inches. 
Ihis  schedule  size  is  preferable  to  the  size  of 
the  special  construction  form  of  8  by   12U 
inches.    The  larger  size  is  necessary  for  reports 
of  large  firms,  since  it  allows  for  data  from 
additional  construction  sites. 

(e)  The  advantages  of  the  shuttle  form 
versus  the  one-time  form  must  be  considered 
each  time  a  new  schedule  is  designed.  For  the 
regular  employment  forms  the  shuttle  type  has 
been  found  most  satisfactory  for  the  following 
reasons :  ® 

(1)  The  time  in  preparing  the  schedule  for 
distribution  is  reduced  since  addressograph  and 
transcnption  of  codes  are  necessary  only  once 
a  year  rather  than  monthly.  J    "^ 

(2)  The  shuttle  form  permits  the  r^pond- 
mon^  ""t.  ^^'^  ^'  '"^^^"^^  '^^  P^^o«« 
parable  data  from  month  to  month. 

(3)  The  editor  has  the  data  for  previous 
months  readily  available  for  careful  r4view. 

The  construction  schedule,  however,  is  de- 
sired as  a  one-time  form  because  it  covers 
shifting  locations.  Since  the  construction  sites 
of  a  firm  shift  from  month  to  month,  it  is  not 
desirable  for  the  schedule  to  cover  more  than 
one  month. 

The  special  schedule  used  for  wholesale  and 
retail  trade  and  insurance  is  also  a  one-time 
form.    It  is  set  up  to  cover  many  branches  of 
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4.1-S     Pocfors   C«nski«rMl  In   Dcsigining  Mm 
Empleyin*nt  Forms — Continutd 

one  fiiiii,  and  was  designed  for  the  convenience 
of  the  respondent. 

(f )  The  preparation  of  the  nonconstruction 
employment  schedules  at  intervals  during  the 
year  has  been  given  much  thought  in  the  past. 
There  are  a  number  of  advantages  arising  from 
a  staggered  system : 

(1)  The  year-end  hump  in  workload  is 
avoided.  If  each  schedule  expires  at  a  differ- 
ent time,  the  transcription  of  codes  and  pre- 
vious month's  data  and  the  addressographing 
would  be  spread  over  the  entire  year  and  would 
not  overburden  the  clerical  staff  at  any  one 
time. 

(2)  Each  schedule  would  be  given  individual 
attention  with  respect  to  format 

(g)  Some  reasons  why  the  preparation  of 
schedules  on  a  calendar  year  basis  is  preferable 
follow : 

(1)  Work  on  the  schedules  under  the  pres- 
ent arrangement  can  be  done  as  a  mass  produc- 
tion task.  This  means  a  saving  of  time.  When 
these  tasks  are  split  into  little  segments,  start- 
ing and  stopping  time  becomes  a  large  factor. 
This  applies  to  the  cutting  and  pasting  of  the 
schedules,  the  photostating,  and  the  running  of 
addre^ograph  plates. 

(2)  The  year-end  hump  in  workload  occurs 
because  the  schedules  are  not  printed  early 
enough.  This  hump  may  be  avoided  by  getting 
the  new  schedules  in  the  hands  of  the  opera- 
tions staff  late  in  October.  It  is  then  possible 
to  have  addressographing  and  coding  opera- 
tions performed  prior  to  December  leaving  only 
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the  transcription  of  the  December  data  on  the 
new  forms. 

(3)  Any  system  of  staggering  schedules 
must  be  identical  as  to  timing  in  all  contract 
States.  Without  such  time  agreement  the  Bu- 
reau of  the  Budget  must  review  the  same  sched- 
ule several  times.  Under  the  present  arrange- 
ments all  State  and  BLS  schedules  are  on  the 
calendar  year  basis  and  only  one  hearing  is 
necessary. 

(4)  The  BLS  Branch  of  Machine  Tabulation 
would  have  difficulty  with  a  staggered  schedule 
system  because  the  schedules  are  punched  as 
they  are  received.  Under  a  staggered  system 
the  current  month's  information  would  appear 
in  the  first  to  the  twelfth  line  depending  upon 
the  industry  in  which  the  schedule  falls.  Since 
delinquent  schedules  are  often  received,  the  pos- 
sibility for  error  would  be  increased.  The 
schedules  could  be  sorted  before  punching,  but 
the  sorting  of  cards  by  machine  is  more  efficient. 

(5)  The  States  would  experience  difficulty 
with  the  staggering  system  for  the  same  reasons 
that  apply  to  the  national  schedules.  In  addi- 
tion contract  States  would  need  to  purchase 
addressograph  service  for  a  handful  of  sched- 
ules whenever  a  new  industry  schedule  became 
available.  Such  arrangements  would  need  to 
be  made  twelve  times  a  year  instead  of  once. 

(6)  Many  large  firms  receive  schedules  for 
several  industries.  These  schedules  are  fre- 
quently sent  to  a  central  office  and  filled  out  for 
all  subsidiaries.  Such  reporters  would  be  con- 
fused by  the  varying  position  for  the  current 
month's  data.  Assembling  such  multiple  sched- 
ules with  varying  expiration  dates  would  be 
burdensome. 
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Pnncipl.,  of  WwWal  Clo.„feation 


5'-1     The  Clo..|flco«on  Sy,f.„ 

Classification  is  a  f^^i  ^ 
the  process^"  p^Xif  ^'"P""^'"""  '" 

determined  byT^thtf'^'^^''"'  '^  '^''^"j 
data  a„ a.aihb fe.^d  fMThi"  ""'*  *«  "-asic 
data  will  be  put.  ThilJj  ""^  ■'"  '"''*  'h" 
"nique.  in  view  of  the  wt  ™'"*"°"  '^  '■««'y 
the  exercise  of"  ud^l^"*  ""'«  '"at  exists  for 

"ports,  f he  d«^  r^  „'S"to  ,  "f"^'""''-' 
no«s  monthly  series  o^  l^,  ""'"P  ~"tin. 
hours  and  earning  Z^^t^'"''  P"?  «>"». 
aWes  in  as  much  d^a.I  „  '  T"""''"  ^^"' 
economic  analyst,  1 ''  "'^.P^f' "«  for  use  in 
'ion  system  mnrbei  .'"!'^'*'"'''''^'fi''a- 
'ishmenta  intTsfgntCtl  *  ''"^'"'^  <^""'- 

There  a,«  r«»„fZTot7T"  ^""^ 
"■ents  into  significrnT  "  „  '^'^'"»  ^tablish- 

"■ightbegroC^Tht         """^""P^-    They 

•corporate  ift:rS^tiirrr  ^'""=""*'  •>' 

ment,  or  by  profits     07,^'  ^  "^P"*'  ""est- 
hy  size.    iL^  ^'"^fy  ""ght  be  g™„ped 

««  useful  for  many  W„l    i    ""'"'  ^^'*°'' 
«Ppa«nt  that  tb^X^^^JL^'"'^^''''  '>■  « 

ejeatheter^geneit/^r^sr'tr  '^'""^  "' 
of  work  force  and  to  fluch,?^  composition 

p.y  ".lis,  and  ho„r  stm     ;.°""P'°y'"'-«. 

'v'o  group  <^ms^:z'irr°"'' 

product   (manufacturing)  jntoh      ?°"'  "* 
such  as  consumers' or  n!S         ,    ""^  Sroups 
S'^orsinglTZ^^T^"""'^''  ''""hie 
such  as  Producerfnl^ir""^ ""^"P' 
pipe,  or  of  brass  buca^l;'"""^''\'" '^^ 
activity  (nonmanuf3^?'^„"" '''«  ""^is  °* 


5'     GENERAL  PRINCIPLES 


clothing,  loca  burt—'ir''"'"  °'  "'*"^ 
the  classification  is  bv  n:^  !  "'  '*"•  ^e» 
composition  of  "he  workfo  "''  "''-^"'ty,  the 
in  employment,  p^y  ^'t  ^^h"'  ""'^'''''tions 
any  c)assific.ti;„\'^  lig^-f"^'-^  'forked  in 
homogeneous  than  VJa     ^       "*  """^  nearly 

otherTriteria.  •JSis  is  fn  ^rf"^  '"'«<'  »» 
the  BLS  and  manv  Jh  "'  "■*  """^""s  why 
"-P-u.r^.^--:~a.„ci.' 


~rp:^:trarit;:i:'t^t--''''=''- 

f«  o„r  p„p^,  th^anf    :  ^m  "■"'^"^ 
swered  questions     Hn»  b    i     .    "'ny  unan- 
bo  broken  ioCi    iCnf  ^  ^  *'""<'  P-^-cts 
become  unwieldy  toot.^  ^^  I'a'egories  would 
neous  g^np,.  li  tan  "  T""'.'*  gi'e  hetemge- 
tent  should  either  n^"""«^  *"  "''•at  ex- 
both,bec«nside^''":r'  "":  "r""^  "sed,  or 
of  pwducts?      Ita  ;TtZ,*'™""8*"''""''«ss 
considered  ?    For  ezaml  "'."'f  ^bution  to  be 
be  made  between  bafcerf«  Ir"'*'  "  <"stinction 
retail  and  those  ^1112"        "■',"«  P"'"''rily  at 
Analogous  pr*b"ms  f « T"'^  **  "'""*^'«« 
n.am.facturSginZrt."'^"'  '"  '"^  "-- 

must  'beTaTXmpiric^  ""^fn-nd  other, 
gu'de  in  making  the»,  i'  ""'^  '^"'tive 

classification  system  s^uf^'^'r  '^  «>«  the 
■stingstructureof  L„r  "?™  *°  the  er- 
Mo«over  "rTlil^'T^^^^'^t-^ 
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5.1-2     Systvm   Must   Conform   to  Structuro   of 
Industry,  Establishment-wise— Con. 

of  business,  employment  and  pay-roll  fluctu- 
ations, and  other  important  economic  features."* 

These  guiding  principles  were  followed  in 
constructing  the  system  of  classification  by 
product  or  activity  being  used  in  the  State  Pro- 
gram, namely,  the  SIC  structure  for  manufac- 
turing and  the  SSA  structure  for  nonmanufac- 
turing.  While  the  broad  over-all  concept  in 
this  system  is  product  or  activity,  the  guiding 
principles  lead  to  varying  considerations  of 
other  factors  at  each  level  of  classification. 
Thus,  material  used  is  the  principal  basis  for 
such  major  groups  in  manufacturing  as  tobacco 
manufactures,  paper  and  allied  products,  prod- 
ucts of  petroleum  and  coal,  and  rubber  products. 
On  the  other  hand,  the  general  class  of 
product  is  the  basis  for  ordnance  and  acces- 
sories, food,  furniture  and  fixtures,  transporta- 
tion equipment,  and  others.  General  process 
distinguishes  printing,  publishing,  and  allied 
industries,  while  stage  of  manufacture  charac- 
terizes primary  metal  industries.  Within  these 
major  groups,  again,  varying  consideration  is 
given  in  subclassification  to  type  ol  product, 
manufacturing  process,  materials  used,  etc.  At 
the  4-digit  level,  coverage  is  most  often  defined 
in  terms  of  specific  products,  but  in  many  in- 
stances the  absence  or  presence  of  certain  pri- 
mary operations  rather  than  the  final  product  is 
the  controlling  factor.  This  is  discussed  in 
greater  detail  in  section  5.1-4  (c). 

Amcmg  nonmanufacturing  industries  vary- 
ing weights  are  likewise  given  to  specific  cri- 
teria at  each  level  of  classification.  Activity 
characterizes  mining,  while  product  mined  is 
the  basis  for  subdivisions.  Activity  again  (the 
distribution  of  ccnnmodities)  defines  trade, 
while  position  in  the  flow  of  commodities  dis- 
tinguishes the  wholesaler  from  the  retailer; 
type  of  commodity  handled,  degree  of  inde- 
pendence from  primary  producer,  whether  or 
not  the  trader  takes  title  to  goods — these  are  the 
bases  for  subclassification,  and  so  on.    It  is 

*Staadard  IikliiftrUI  aasaiflcation  Manual,  toI.  I,  i>t.  1, 
Vonword.  p.  IV :  Kxeeutlve  OlBce  of  tlie  President,  Boreaa  of 
ta*  B«dcit.  NoTeaber  1»4B. 
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viovth  noting  here  that  the  sale  of  services  is 
not  confined  to  the  so-called  Services  Division. 
Certain  unique  services  of  general  importance 
s!ich  as  are  involved  in  transportation,  utilities, 
finance,  insurance,  and  real  estate  are  in  other 
industry  divisions,  so  that  the  Services  Division 
is  really  a  residual  group  of  services  not  classi- 
fied elsewhere;  as  such  it  is  a  relatively  hetero- 
geneous group,  which  strikingly  illustrates  the 
variation  in  criteria  for  classification  since  an 
important  objective  is  homogeneous  groups. 

Throughout  all  the  variation  in  criteria  for 
classification  the  important  connecting  princi- 
pal is  conformance  with  the  structure  of  Amer- 
ican industry,  establishment-wise. 

5.T-3     What  Is  an  Establishment? 

"An  establishment  is  generally  defined  as  a 
single  physical  location  where  business  is  con- 
ducted or  where  services  or  industrial  opera- 
tions are  performed;  for  example,  a  factory, 
mill,  store,  mine,  or  farm.  Where  a  single 
physical  location  comprises  two  or  more  units 
which  maintain  separate  pajroll  and  inven- 
tory records  and  which  are  engaged  in  distinct, 
or  separate  activities  for  which  different  indus- 
tiy  classifications  are  provided  in  the  Standard 
Industrial  Classification,  each  such  unit  shall 
be  treated  as  a  separate  establishment.  An  es- 
tablishment is  not  necessarily  identical  with  the 
business  concern  or  firm  which  may  consist  of 
one  or  more  establishments.  It  is  also  to  be 
distinguished  from  organizational  subunits, 
departments,  or  divisions  within  an  establish- 
ment." ' 

Moreover,  "Administrative  offices  or  auxili- 
ary units  which  may  be  located  at  a  site  sepa- 
rate from  the  related  operating  or  producing 
unit(s)  of  the  same  firm  are  classified  accord- 
ing to  the  principal  industrial  activity  of  the 
operating  or  producing  unit(8)  which  they  ad- 
minister or  to  which  they  are  auxiliary.  A  unit 
is  considered  as  auxiliary  to  a  firm's  operations 
if  it  is  engaged  solely  in  rendering  services  for 
intra-firm  use,  and  if  the  functions  are  of  a  type 
which  are  usually  performed  by  operating  firms 

■Standard  Industrial  Clasalleatlon  Manual,  vol.  I,  pt.  1, 
p.  1 ;  Executive  Office  of  tbe  Prealdent,  Bareau  of  the  Budget, 
NoTember  1940. 
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5.1-3    What  is  an  Establishment?— Con. 

for  themselves.  Examples  of  auxiliary  units 
are  buying  offices,  shipping  points,  warehouses, 
repair  shops,  garages,  and  laboratories  oper- 
ated by  firms  solely  for  their  own  use." »  Es- 
tablishments which  are  primarily  sales  offices 
are  never  considered  as  auxiliary  units. 

Section  5.2,  contains  some  discussion  on  prob- 
k-ms  encountered  in  applying  the  definitions 
given  m  the  foregoing  paragraphs. 

5.1-4     Basis  for  Classifying  an  Establishment 

See  section  2,  volume  II,  for  State  Program 
practice  on  the  points  discussed  here  in  general 
terms. 

(a)  Primart  Product.  It  has  been  noted 
tliat  generally  under  BLS  policy  an  establish- 
ment is  clarified  on  the  basis  of  its  product  or 
activity.  When  an  establishment  makes  more 
than  one  product  or  engages  in  more  than  one 
activity,  it  is  classified  on  the  basis  of  its  pri- 
mary or  principal  product  or  activity. 

Primary  or  principal  product  or  activity 
could  conceivably  be  determined   in   several 
ways  which  may  or  may  not  lead  to  the  same 
result.    Thus,  one  could  base  primary  product 
on  the  one  engaging  the  largest  number  of 
workers;  or,  on  the  product  having  the  largest 
pay  roll;  or,  on  the  product  bringing  the  larg- 
est gross  or  net  income ;  or,  finally,  on  the  prod- 
uct to  which  most  value  is  added  by  manufac- 
ture.   In  actual  practice  the  choice  of  criteria- 
is  limited  since  many  employers  do  not  keep 
records,  by  product,  of  pay  rolls,  employees,  or 
of  value  added  by  manufacture.    Virtually,  all 
employers  have  records  of  total  sales  by  prod- 
uc^  while  some  may  have  records  on  net  income 
Product  refers  to  the  commodities  shipped 
by  the  estabHshment,  not  to  intermediate  com- 
modities.  When  gross  income  is  used  to  deter- 
mine primary  product,  there  will  usually  be  no 
problem  of  specification  of  products.    On  the 
other  hand,  if  employment  or  pay  rolls  is  used, 
there  may  be.    For  example,  an  establishment 
makmg  barrels  from  cooperage  stock  produced 
on  the  premises  may  have  most  of  its  employees 
or  pay  roll  on  producing  the  stock.    If  primary 

•  8SB  Indutrtal  caatriflcatioa  Code,  1M2.  roh  i.  Foreword. 


product  were  determined  from  emplovment  or 
pay  rolls,  the  establishment  would  be  ilassified 
in  2424,  cooperage  stock  mills.  However,  sine* 
the  end  product  is  barrels,  the  correct  clas'^ifica- 
tion  IS  2445,  cooperage.  If  the  establishment 
both  used  Its  stock  to  make  barrels  and  also 
shipped  stock  to  other  cooperage  plants,  proper 
classification  would  then  depend  on  which 
shipped  product,  the  stock  or  the  barrels,  met 
the  criteria  being  used. 

(b)  Exceptions  to  Primary  Product  Cri- 
terion. There  are  some  exceptions,  under  the 
bIC  structure,  to  the  principle  that  classifica- 
tion IS  determined  by  primary  activity.  These 
are; 

(1)  Dairy  products  firms  are  to  be  classified 
in  trade  if  they  engage  in  the  distribution  of 
fluid  milk  or  cream,  irrespective  of  major 
activity.  ' 

(2)  Machine  shops  primarily  engaged  in  re- 
pair work  are  classified  as  machine  shops  in 
manufacturing  if  they  also  make  parts  on  a 
jobbing  basis;  however,  shops  engaged  exclu- 
sively in  repair  work  are  to  be  classified  in 
repair  industries  under  service. 

(c)  Cases  IN  Which  PROCESS  Governs  Clas- 
sification.   Throughout    the    SIC    structure 
there  are  many  instances  in  which  process  gov- 
erns classification.    These  are  usually  cases  in 
which  establishments  processing  raw  materials 
into  semifinished  and  finished  products  consti- 
tute a  basic  and  economically  important  group 
irrespective  of  the  exact  product  shipped.    The 
difference  between  them  and  other  establish- 
ments  shipping  the  same  product  may  often  be 
described  m  terms  of  whether  the  product  is 
made  from  materials  produced  in  the  same 
plant  or  from  purchased  materials. 

For  example,  in  the  meat  products  industry, 
establishments  performing  slaughtering  oper- 
ations  for  their  own  account  are  included  in 
wholesale  meat  packing  (2011),  although  the 
end-products  shipped  may,  in  many  instances, 
be  the  same  as  those  of  establishments  making 
sausages  and  other  meat  products  prepared 
from  purchased  meat  (2013).  Other  examples 
m  the  food  group  are  (1)  establishments  which 
manufacture  natural  cheese  and  which  may 


.     I 


5.1-4 


BLS-State  Employment  StaHaHc*  Manual^  Vol.  lit 


Mah.  1, 1948 


5.1-4    latit  for  Clasf Ifyiiig  an  Estoblithmonf— 
Continuod 

also  produce  processed  cheese  are  classified  in 
natural  cheese  (2022),  while  establishments 
making  processed  cheese  from  purchased  nat- 
ural cheese  belong  in  special  dairy  products 
(2025) ;  and  (2)  establishments  which  mill 
flour  or  meal  from  grain  and  also  produce 
blended  and  prepared  flours  principally  from 
ingredients  ground  in  the  establishment  are  in- 
cluded in  flour  and  other  grain-mill  products 
(2041) ,  while  establishments  producing  blended 
and  prepared  flours  from  purchased  ingredients 
are  included  in  blended  and  prepared  flour 
(2045).  Some  examples  from  other  groups  are 
(1)  knitting  mills  making  finished  garments 
are  classified  in  the  textiles  group,  while  plants 
making  the  same  garments  from  purchased  knit 
cloth  are  included  in  apparel  group,  (2)  paper 
mills  which  also  make  converted  paper  prod- 
ucts are  included  in  paper  and  paperboard  mills 
(2612),  while  establishments  making  the  same 
products  from  purchased  materials  are  covered 
in  other  industries  in  the  same  major  group, 
and  (3)  steel  works  and  rolling  mills  may  pro- 
duce end-products  which  are  classified  else- 
where when  they  are  made  from  purchased 
steel. 

It  should,  of  course,  be  noted  that  in  these 
cases  the  establishment  engaged  in  the  basic 
operation  most  often  produces  for  sale  certain 
typical  semifinished  products,  either  exclusively 
or  as  a  major  product.  This  permits  the  char- 
acterization of  these  establishments  by  product, 
as  in  other  cases;  but  the  primary  considera- 
tion is  process. 

In  certain  industries  the  end-product  may 
actually  be  misleading.  Thus,  an  independent 
or  jobbing  iron  and  steel  forge  may  in  a  given 
year  be  primarily  engaged  in  making  airplane 
propellers,  suggesting  classification  in  3723,  air- 
craft propellers  and  propeller  parta  This 
would  be  incorrect.  The  characteristic  feature 
of  a  jobbing  forge  is  its  operation,  not  its  end- 
product,  which  will  vary  considerably  from  year 
to  year.  The  correct  classification  would  there- 
fore be  3391,  iron  and  steel  forgings.  The  same 
argument  holds  for  jobbing  foundries  and  job- 
bing machine  shops. 
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(d)  The  Time  Element.  Classification  of 
an  establishment  on  the  basis  of  its  primary 
product  during  any  week  may  differ  from  the 
classification  based  on  primary  product  over  a 
month.  The  latter  in  turn  may  differ  from 
classification  based  on  annual  activity. 

These  differences  are  particularly  important 
when  an  establishment's  activities  are  changing 
or  when  they  are  shifting  back  and  forth  season- 
ally. It  has  generally  been  agreed  that  classi- 
fication should  be  based  on  annual  activity. 
Most  firms  keep  their  books  on  an  annual  basis. 
Also,  the  effect  of  seasonal  variation  in  activity 
is  eliminated. 

5.1^     Product  or  Activity  Clatsiflcotion  Only 
Approximoto 

Under  the  system  of  classifying  establish, 
ments  by  primary  activity  or  product,  one  can- 
not obtain  an  activity  or  product  cTassification 
system  without  overlap.  Employment  shown, 
for  example,  under  miscellaneous  machinery 
parts  does  not  reflect  total  man-hours  utilized  in 
making  miscellaneous  machinery  parts.  Many 
other  industries  make  such  parts  as  secondary 
products.  Similarly,  employment  shown  under 
iron  and  steel  foundries  does  not  reflect  total 
employment  in  these  types  of  foundries.  Many 
fabricating  establishments  have  their  own  foun- 
dries, employment  for  which  is  included  under 
the  industry  determined  by  the  fabricated 
product. 

Similarly  in  the  nonmanufacturing  indus- 
tries, establishments  classified  as  wholesalers 
may  do  considerable  retailing,  electrical  appli- 
ance and  radio  retail  stores  may  do  a  substantial 
repair  business  (classifiable  in  services  when 
repair  is  the  major  activity),  hardware  stores 
may  sell  a  considerable  amount  of  electrical 
supplies,  drug  stores  sell  food,  electrical  goods, 
books,  records,  etc 

5.1-6     Roports  From  Individuals 

Employment  can  also  be  measured  through 
reports  from  individuals  as  in  the  regular  de- 
cennial population  censuses  or  in  the  Monthly 
Report  on  the  Labor  Force,  the  latter  being 
based  on  a  sample  of  households  (see  section 
4.4-1,  vol.  I) .  While  there  are  many  differences 
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5.1-6     Reports  From  individuals— Continuod 

rpno^'  ^-  ^}^l''''  °''*^^«'  establishment 
reports  and  mdividual  or  household  reports,  and 
specific  differences  between  BLS  series  and  the 
MRLF  series  only  a  few  points  pertaining  to 
industry  classification  will  be  mentioned  in  this 
section.*    The  classification  of  reports  from  in- 

frli?r.  mT'  ^  ^'  ^"^  "^  '^^'  «*  sports 
from  establishments.  The  member  of  the  house- 
hold who  replies  to  the  questions  in  the  inter- 
view often  does  not  have  a  sufficiently  detailed 
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knowledge  of  the  establishments  in  which  the 
members  of  the  household  are  emploved  to  per- 
mit their  proper  classification.  Usually  ^e 
occupational  information  on  individual  reports 
IS  fairly  good,  but  very  many  occupations  cut 
across  industry  lines.  Moreover,  it  would  be 
extremely  difficult,  if  not  impossible,  to  develop 
reliable  series  on  pay  rolls  and  average  earning 
from  reports  from  individuals  for  even  Z 
^roadindustiy  groups  feasible  from  individual 


5.2-1     Establishmont  Definitions  General 

The  establishment  definitions  in  section  6  1^ 
are  general  and  do  not  contain  the  answers  to 
every  problem  that  will  arise.    For  example,  in 
some  mdustnes  the  concept  "establishment^  as 
a  faxed  location  cannot  be  applied;  e.  g.,  travel- 
ing units  such  as  dance  bands  operafiig  on  1 
contract  or  fee  basis,  and  carnivals.    InUer^ 
the  concept  of  an  establishment's  operations  be- 
ing contained  within  some  relatively  limited 
area  has  little  meaning;  e.  g.,  railroads  1^ 
other  transportation  and  utility  industries. 

5.2-2     Geographic  Classification 

The  geographic  classification  of  employees 
(for  State  or  area  statistics)  in  the  above  in- 
dustries ,s  particularly  difficult.  The  BLS  has 
no  fixed  policy  on  this  subject.    In  the  case  of 

!«  .K T,'"^  ""^^'  "^"^  fi^^  ^«^»ti«n  such 
as  the  booking  agent's  office,  which  is  regarded 
by  the  unit  as  its  "home  base"  may  be  used.    In 
the  case  of  transportation  and  utility  industries 
a  concept  that  has  proved  helpful  is  to  assign' 
employees  to  their  regular  pay  stations  (pay 
delivery  points).    Employees  may  also  be  as- 
signed  to  the  station  from  which  they  regularly 
receive  their  work  alignments  or  where  their 
primary  pay  roll  records  are  kept.    Still  an- 
other  approach  is  to  assign  employees  to  the 

....UKon,  1.  A.  B.  A.,  M»rch  1»40,  T.l.  68,  m.  74-85. 
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State  where  they  spend  the  major  portion  of 
their  working  time.  Or,  an  employe  ^v  t 
•^signed  to  the  State  of  his  "home  o^ce^'f  t 

h^s  State  of  residence.  There  are,  of  course, 
other  altematives.    Some  of  the  sp^^ifieni^ 

li^y  f'  r^''"  '""  "'her'^tZrit^ 
will  very  often  lead  to  the  same  geographic 
classification.  Usually,  the  choice  ff  fw 
.ves  IS  limited  by  the  ways  in  which  the  r^ 
spondent  can  report  In  general,  the  >y  s^. 
turn  concept  probably  will  be  found  to  te  th. 
one  of  widest  applicability. 

In  determining  the  basis  for  the  assigmnent 
of  employees  by  State,  consideration  should  be 

.  8;;«n  to  the  way  such  employees  are  reported  to 
UC  agencies,  since  this  method  will  pi^bly 
be  the  easiest  for  the  employer  and  will  mali 
the  sample  consistent  with  benchmarks. 

S2-3     E$tobli.hm.n»t  Oifflwlt  to  locate 

ment  is  difficult  to  locate.  For  example,  s^ 
truck  operator,  may  have  no  fixed  pU«  of  l^ 
y,  business  is  solicited  person^y  .„" ^ 
counts  are  kept  at  home.    In  other  LTJl 

-c^tomtailoij  watch  repair,  and  XrS 
sonal  semce  industries  the  esUblishment  ^, 

be  located  m  the  owner's  home.  FortunUelv 
these  cases  account  for  litUe  employment  oth^ 
than  the  owner-proprietors  who  are  not  oovend 
in  BLb  reports. 
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5.2-4     Auxiliary    Unit    V«rtus    Establishm*iit 
CofiMpH 

Cases  which  involve  decisions  of  whether  or 
not  a  unit  of  a  company  should  be  regarded  as 
a  separate  establishment  will  often  prove  more 
vexing  than  the  cases  noted  thus  far.  The  ref- 
erence in  the  definition  to  "two  or  more  units 
which  maintain  separate  payroll  and  inventory 
records  and  which  are  engaged  in  distinct  or 
separate  activities,  etc."  must  be  used  in  con- 
junction with  the  concept  of  auxiliary  mats. 
Thus,  a  manufacturer  may  operate  trucks  in 
the  transport  of  his  own  products,  for  which 
he  keeps  separate  pay-roll  and  inventory  rec- 
ords. Should  a  separate  nonmanufacturing 
report  be  solicited  for  the  trucking,  or  should 
it  be  regarded  as  an  auxiliary  activity  to  be  in- 
cluded in  manufacturing?  There  are  no  hard 
ftnd  fast  rules  in  answering  such  questions. 

The  idea  of  an  auxiliary  unit,  apart  from  any 
specific  definition  it  may  be  given,  is  that  of  a 
unit  performing  a  service  in  connection  with 
the  main  activity  of  the  owner,  irrespective  of 
whether  or  not  the  unit  is  separately  incorpo- 
rated. Auxiliary  units  may  therefore  be  ex- 
pected to  have  employment  fluctuations  similar 
to  those  of  the  main  activity  rather  than  to 
those  of  similar  independent  units.  This  is  an 
argument  for  including  auxiliary  units  with 
the  main  activity. 

However,  many  auxiliary  units  have  differ- 
ent occupational  and  wage  patterns  from  the 
main  activity.  Hence,  if  the  auxiliary  unit  is 
very  lai^e,  it  may  ''dilute"  the  hours  and  earn- 
ings figures  for  tJie  industry.  This  is  an  argu- 
ment for  a  different  classification  of  the  auxil- 
iary unit.  Yet,  if  most  of  the  establislmients 
in  the  industry  have  similar  auxiliary  units, 
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this  "dilution"  argument  is  weakened.  This  is 
the  significance  of  "if  the  functions  are  of  a 
type  usually  performed  by  operating  firms  for 
themselves"  in  the  above  definition  of  an  auxil- 
iary unit  for  classification  purposes. 

On  the  other  hand  even  if  most  of  the  indus- 
try has  such  auxiliary  units,  should  these  units 
in  toto  be  relatively  large  compared  to  the  in- 
dustry comprising  similar  independent  units, 
we  may  lose  considerable  in  industry  detail. 

The  concept  "auxiliary  unit"  as  it  will  be 
used  in  the  State  Program  may  be  expected  to 
change  as  more  experience  is  obtained  and  as 
interagency  differences  are  ironed  out  (see 
sec.  2.3,  vol.  II).  In  general,  the  term  will  be 
used  to  refer  to  units,  irrespective  of  site  and 
whether  or  not  separately  incorporated,  en- 
gaged solely  in  rendering  services  for  intra- 
firm  use  of  a  type  usually  performed  by  oper- 
ating firms  for  themselves. 

To  return  to  the  example  of  a  manufacturer 
operating  a  few  trucks,  the  trucking  activity 
would  be  classified  in  manufacturing  despite 
the  availability  of  separate  reports,  since  most 
manufacturers  operate  trucks  to  some  extent. 

5.2-5     Summary 

In  summary,  the  application  of  the  defi- 
nition of  an  establishment  may  be  troublesome 
in  some  cases.  Difficulty  is  particularly  to  be 
expected  in  deciding  whether  some  unit  of  a 
firm  is  a  separate  establishment  or  an  auxiliary 
unit.  Decisions  in  many  cases  will  be  empirical 
and  will  be  influenced  not  only  by  the  facts 
in  the  case  but  also  by  the  availability  of  sepa- 
rate data  and  by  the  need  for  interagency  uni- 
formity. 


SECTION  6 


Theory  of  Wedsing 


This  section  reserved  for  discussion  of  the  above  topic. 
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